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About this advertisement

[image: ]
This Easy Read is an advertisement.


[image: ]An advertisement tells people information about things.


[image: ]Advertisements are found in places like:
newspapers
the internet
billboards.Work with us!



An advertisement is called an ad for short.

[image: ]This ad is about the job of being 
a Financial Administrator for 
People for Us. 


[image: ]People for Us is a new service being run by People First New Zealand Ngā Tāngata Tuatahi.


[image: ]People First New Zealand Ngā Tāngata Tuatahi is a Disabled Person’s Organisation which is:
for people with learning disability
[image: ]and
led by people with learning disability.




[image: ]Where you see we / our / us in this document this means People for Us. 


[image: ]There is more information about People for Us on pages 4 to 5.


What is People for Us?

[image: ]
People for Us is a service that looks at how good disability support services are.

[image: ]
People for Us is led by disabled people.


[image: ]People for Us makes sure people who are getting disability support services are:
safe
[image: ]living a good life
getting very good support. 



[image: ]We think it is very important to make good changes to disability support services in Aotearoa New Zealand.




What is the job of Financial Administrator?

[image: ]
This job is in Wellington.

[image: ]
The Financial Administrator will work in our office.

[image: ]
The Financial Administrator will work for up to 30 hours a week.


The Financial Administrator will earn money for doing the job from:
[image: ]32 dollars an hour
to
35 dollars an hour.


[image: ]If you have KiwiSaver we will also pay money into your KiwiSaver account.
[image: ]

KiwiSaver is a way to save up money for when you retire. 

[image: ]
The Financial Administrator is in charge of money for People for Us.


The Financial Administrator will:
[image: ]make budgets
check how we are following our budgets.




[image: ]Budgets are plans for how much money we will:
get
use.

[image: ]
The Financial Administrator will write reports for:
the People for Us Manager
[image: ]organisations that give us 
money / funding
other people who need to know how we are using our money.




[image: ]The Financial Administrator is in charge of making sure we follow all the rules about:
how we use our money
how we show people what we are doing with our money.

[image: ]
The Financial Administrator will also be in charge of:
[image: ]making sure workers get paid
[image: ]sending bills
making sure there are records of all the things we do with money.




[image: ]The Financial Administrator will be part of all the choices we make about:
[image: ]how we use our money
what we can do to make our money go as far as possible.



What type of person are we looking for?

[image: ]
We are looking for someone who has:
worked as a Financial Administrator before
or
[image: ]a qualification in something like:
financial administration
accounting
bookkeeping.

[image: ]
A qualification shows that you have:
done a learning course
the skills to do the job.
[image: ]The Financial Administrator will need to be good at using computer programs like:
Xero
Microspoft Office 365.

[image: ]
They will need to know a lot about things like:
budgets
[image: ]funding
the rules about managing money for an organisation.




[image: ]The Financial Administrator will need to:
work carefully
not make mistakes.

[image: ]
It is very important that the Financial Administrator understands about:
inclusivity
[image: ]accessibility
the rights of disabled people.

[image: ]
Inclusivity means making sure everyone can take part in the same things.

[image: ]
Accessibility means making sure everyone is able to do the things they need / want to do.
[image: ]Rights are things everyone should:
have
be able to do.
[image: ]

Rights are things like:
[image: ]having a safe place to live
being able to get married.



How to apply for this job

[image: ]
To apply for this job you need to email a:
CV
cover letter


[image: ]A CV is a document that says:
your qualifications
your skills
the jobs you have done.




[image: ]A cover letter says:
a bit about you
why you would be good for the job.


[image: ]Please email your CV / cover letter to:

Melissa Van Tongeren

melissavantongeren@peoplefirst.org.nz
[image: ]

You need to email them before 
8 April 2025.




[image: ]We want to make this job accessible for as many people as possible.


[image: ]Please tell us if you would like to make changes to:
the job
the way you apply for the job.



[image: Logo for People First New Zealand Ngā Tāngata Tuatahi.]This information has been written by People First New Zealand Ngā Tāngata Tuatahi.

[image: Logo for Make it Easy Kia Māmā Mai]It has been translated into Easy Read by the Make it Easy Kia Māmā Mai service of People First New Zealand Ngā Tāngata Tuatahi.
[image: copyright logo]
All images used in this Easy Read document are subject to copyright rules and cannot be used without permission.

[image: A black background with purple text
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· [image: Change logo.]Photosymbols

· Change Images
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[image: T. Wood logo]
· SGC Image Works 
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