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Job Title:   Administrator and Human Resources Officer  
 
Background: Femili PNG is a local PNG NGO that runs Case Management Centres in Lae, Port Moresby and 
Goroka. Its expansion to Port Moresby is part of the new initiative (Bel isi PNG) to operate a Case 
Management Centre and Safe House assisting survivors of family and sexual violence and child abuse. 

Job Objective:  To implement the organization’s administrative, financial and resource management proce-
dures with high competence. This position will ensure that all human resources are equipped with skills and 
knowledge to carry out duties, funds are optimised appropriately in accordance with the organization’s fi-
nancial procedures and transparency, and safeguard the organization’s quality and efficiency in providing ser-
vices considering safety and protection of all aspects of the organization’s operation.  

Report to:  POM Operations Director  
 
Supervisee: Administration Assistant  
 
Liaise with: Other POM staff - Case Work Manager, Safe House Manager, Logistic and Security Officer, Case 
Workers, Drivers, etc; Admin/Finance Coordinator, Administrator and other Lae Staff.  
 
Work Location: based in Port Moresby  

 
Qualification: 
  

1. Minimum 5 years of experience as HR or Account Administrator.  
2. Diploma/MA degree in HR, Business Administration and or Accounting. Professional qualification such 

as CPA or similar will be considered a plus. 

3. Proficient user of finance software e.g., MYOB. 

4. Strong interpersonal, communication and presentation skills. 

5. Able to manage, guide and lead employees to ensure organization’s HR and financial processes are be-

ing implemented. 

6. A solid understanding of human resource and accounting principle. 

7. Working knowledge of all of PNG’s statutory labour legislation and regulations. 

8. Solid experience in management of strategy; confidentiality, leadership; planning; management of 
budgets; management of resources; monitoring; supervision; reporting; communication; management 
of self; and management of others.  

9. Encourage teamwork; sensitive to diversity and willingness to work off hours and weekends depending 
on the needs, and workload.      

 
Responsibilities: 
 

1. Financial management 

 Implement the Femili PNG Financial Manual 

 Responsible for the day to day administrative issues e.g. petty cash, staff advances, payment of staff 
per diem, and payment of purchases.  
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 Ensure daily, weekly, and monthly cash count and book closure with the Administrative Assistant.   

 Ensure that all daily financial transactions are entered timely, coded correctly, and required authori-

zation and documents are complete. 

 Ensure entry of receipts and expenses are recorded accurately and timely.  

 Ensure all financial records are properly filed. 

 Liaise with Logistic and Security Officer in purchase request and orders, ensuring that that financial 
and procurement procedures are applied.  

 Follow-up on office contract, agreements and lease, and liaise with Admin/Finance Coordinator for 
updates.  

 Liaise with the Logistic and Security Officer in all aspect of staff’s movement, accommodation re-
quirements, and transfers.  

 Liaise with the Safe House Manager in ensuring sufficient supplies to safe house; food, toiletries, and 
cleaning supplies.  

 Assist Safe House Manager in preparing daily, weekly, and monthly safe house budget.  
 

2. Recruiting and Staffing 

 Implement the Femili PNG Human Resources Manual.  

 Create personnel files for all new staffs and ensure that all documentation is completed and up to 
date. 

 Prepare draft letters to staff; offer letters, contracts, benefits adjustment, probationary period, and to 
those staff who are leaving employment. Prepare and calculate outstanding benefits and holidays for 
payment in coordination with the Admin/Finance Coordinator.  

 Collaborate with the Operations Director in carrying out staff recruitment, job interviews, and staff’s 
probationary and annual appraisal review.  

 Port Moresby staff’s focal person for all human resource issues such as grievances, formal and 
informal complaints. Coordinate with the Admin/Finance Coordinator and/or Operations Director if 
requires administrative procedures to be implemented.   

 Ensure that all new staff receives organizational orientation and induction, given copies of relevant 
policies, and signed as an acknowledgement of the policies.  

 Ensure that staff’s hiring and firing are in accordance of PNG’s employment law.  

 Carry out disciplinary action as appropriate. 

 Supervise all the administrative staff such as Administrative Assistant, Office Cleaner and Office 
Guard. 

 Maintain and update HR file system; employee’s directory, issued warning letters and record of 
trainings.  All staff records must be kept secure and confidential.   

 Liaise with Admin/Finance Coordinator for monthly staff payroll. Submit relevant payroll information 
such as; new staff, remuneration, superannuation, tax calculation, and taken leaves or unpaid leaves.  

 In collaboration with the Admin/Finance Coordinator, process all staff contracts (new and old) and 
changes in contract, insurances, superannuation, and all relevant employees documentation in a 
timely manner.  

 Focal point for Port Moresby staff for all remuneration and benefits queries; raising issues to 
Admin/Finance Coordinator and CEO when required.   

 Orient staff on the organization’s policy and update with current policy changes. 

 Ensure all HR records are properly filed.  

3. Assets and Insurances  

 Monitor and check Port Moresby Office and Safe House assets; ensure all are liquidated, registered, 
and conduct quarterly physical check in collaboration with the Logistics and Security Officer.  

 Liaise with Admin/Finance Coordinator to ensure that all of organization’s insurances are up to date; 
Safe House required insurances, public liability insurance, staff health insurance, worker’s 
compensation, assets, and vehicle insurances. 
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4. Reporting and Budgeting 

 Assist in the completion of the yearly audit in collaboration with the Admin/Finance Coordinator and 
external auditors.  

 Complete the donor data base, monitor donation receives and ensure donors are provided with ap-
propriate and timely receipts. 

 Keep a register of in-kind donations. 

 Prepare monthly, quarterly, and annual administrative and financial reports and submit to the super-
visor 

 Ensure all registers up to date. 

 Prepare financial reports for management, Board and donors as required. 

 Develop annual budgets for the Port Moresby operation and 6-monthly/quarterly/monthly as re-
quired. 

 Monitor expenditure against budget and report any discrepancies immediately. 
 

 
 
 

HOW TO APPLY? 
Your application should include your resume with contact details of three referees, cover letter 
explaining how you meet the position criteria, and a copy of your recent police clearance.  
Please do not include copies of transcripts or certificates. 

 
Please note: For the safety of its staff and clients, Femili PNG will only consider applications from 
candidates who have been vaccinated for COVID-19 or are willing to be vaccinated prior to starting 
work with Femili PNG.  
 
Send your applications to recruitment@femilipng.org. Applications closes on 20th October 2022.  
 
For more information, check out our website at www.femilipng.org or email us at 
info@femilipng.org  

 
Femili PNG is committed to the protection of children and our recruitment procedures reflect this.  
Femili PNG is committed to fostering an inclusive work environment for all people and encourages 
applications from people with a disability. 
 
Femili PNG  |  P.O Box 1979  |  Vision City  |Port Moresby |  Papua New Guinea 
Ph: +675 325 1018/ 472 8904 |  Website: www.femilipng.org | 
facebook.com/FemiliPNG | Twitter: @femilipng 
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