Fundraising & Operations Manager

30 hours per week | Flexible working | Auckland based

Strengthening the systems behind survivor-led restorative justice

Project Restore NZ is a specialist restorative justice organisation working with survivors of
sexual harm, people who have caused harm, whanau, and communities. Our kaupapa is to
restore humanity, justice, and dignity where sexual harm has occurred, and to support
meaningful change for the future.

We are seeking a Fundraising & Operations Manager to provide comprehensive operational,
financial, administrative, and fundraising support across the organisation. This is a pivotal role
that ensures our systems, processes, and reporting are robust, efficient, and aligned to our
purpose.

About the Role

To provide end-to-end operational support across finance, administration, fundraising, and
organisational management, ensuring all functions are delivered effectively to support service
delivery.

A key focus of the role is continuously improving systems and processes to increase efficiency,
reduce costs, and add value across the organisation.

Key Responsibilities
Reporting to the Chief Executive, you will be responsible for:
Operations, Systems & Administration

e Leading the operational delivery of administration and management support functions

¢ Overseeing office, IT, property, communications, and information systems

¢ Managing and improving organisational systems including SharePoint and internal
processes

e Supporting recruitment, administration, and general organisational coordination

¢ Booking and managing travel arrangements and associated budget tracking

e Providing executive support to the CE as required

Finance & Reporting

e Processing contractor and supplier invoices in Xero for payment
e Supporting accurate and timely financial management and reporting



e Managing operational budgets, forecasting, and variance analysis

e Preparing financial insights and reporting for CE, Board, and management meetings
o Supporting annual budget development with the CE, Bookkeeper, and Treasurer

e Assisting with annual audit preparation

Fundraising & Compliance

o |dentify and develop funding opportunities

e Preparing and submitting grant applications and funding reports

e Attend meetings with Funders to secure new funding opportunities and to maintain
existing relationships

e Maintaining the annual grants plan and compliance reporting requirements

Governance, Policy & Risk

¢ Developing organisational policies in collaboration with the CE
¢ Maintaining and updating the organisational policy framework to ensure compliance
e Acting as Privacy and Health & Safety Officer (dual role with Clinical Manager)

Projects & Communications

o Supporting research project coordination with the CE and PRs research partner

¢ Managing production of the Annual Report from development through to sign-off

o Supporting external communications, marketing materials, and website updates with
the CE and contractors

e Overseeing transcription services and providing backup support when required

About You

You are a highly capable operational professional who thrives in a role that requires structure,
initiative, and attention to detail.

You will bring:
Experience

e Extensive knowledge of best practice financial management systems and processes.

o Knowledge of fundraising including identifying opportunities, applying for grants,
accountability and reporting.

e Experience in using online graphic design tools such as Canva.

e Excellent administration and organisational skills.

e Skills in the development and implementation of policies and procedures.

e Knowledge of event planning and delivery.

e Ability to analyse data and insights.



e Atleast 5 years’ experience working in a similar self-managing finance /admin role
(experience in the not-for-profit sector is an advantage).

e Proficient computer skills and in-depth knowledge of relevant software such as
Microsoft Office Suite, Dropbox, Office 365 and SharePoint, database / case
management software.

e Experience working with accounting software, including processing of invoices and
payroll (in Xero).

e Knowledge of office administrative practices, procedures and management.

e Qualifications / experience in administration / business management.

e Have strong communication and interpersonal skills, with the ability to work effectively
within our diverse clinical team.

Competencies We Value

e Strong systems and process thinking

e Financial accuracy and analytical capability

e Clear and confident communication

e Planning, organisation, and time management

e Problem-solving and continuous improvement mindset

o Ability to work across a complex, multi-function environment
¢ Commitment to quality, accountability, and outcomes

Why Join Us?

e 30 hours per week with flexible working arrangements

e Auckland location

¢ A meaningful role contributing to survivor well-being, following sexual harm

e Avalues-led, purpose-driven organisation

e Opportunity to shape and improve how the organisation operates at every level

If you are looking for a role where fundraising, operations, finance, systems, and purpose come
together, we would love to hear from you.
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