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OUR PURPOSE

TO LEAD, ADVOCATE AND SUPPORT
We do thisby:
• building relationships through connecting
• raising theprofile of our profession
• evolving with change
• leading, supporting and inspiring others
• knowledge sharing through educating and mentoring
• continually improving

OUR HISTORY
PACE Inc was formed in 1991 in response to the demand for a formal
organisation where PAs to Chief Executives could promote their role as a
professional body and be able to meet as a collective with their
contemporaries.

Being aware that titles for senior PA positions were many and varied, it was
agreed that the description Professional Assistant (PA) would cover all aspects
of the role. The focus would be at the Chief Executive (CE) level and the group
would be proactive and energetic ('pace"), so the name PACE was established!

GOVERNANCE
PACEis Incorporated under the Incorporated Societies Act1908.
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Chairs Report
Philippa Sherlaw - Chair

Tēna koutou katoa

I am pleased to bring you our Annual Report for the year ending 31 August 2021.

I think it would be remiss of me not to start my report by noting the impact of COVID-
19 during 2020. The speed at which COVID-19 appeared in our lives and the changes it 
has forced upon us has been unprecedented. The long-lasting impact of the virus on 
global, regional and New Zealand people’s lives and economies has, and will continue 
to be, broad, deep, and severe. We are extremely lucky to live in a beautiful country at 
the bottom of the world, surround by a vast ocean, which keeps us slightly removed 
from the devastation other countries are experiencing. If we cannot travel overseas for 
some time, it is not such a bad place to be.

Following last year’s successful Christmas function at the Mercure, 2020 kicked off the 
PACE event calendar with our usual network event at Harbourside Events Centre. Then 
at our first guest speaker event in February we heard from Waveney Parkinson, ex 
Executive Assistant to five Wellington Mayors. It was great to hear Waveney’s super 
interesting stories some from a real personal perspective. Little did we know at the 
time, it would be our last member meeting for four months.

At 11.59pm on March 19 the Government closed our borders to all but returning
New Zealand citizens. On March 20, the COVID-19 management plan (the definition of
alert levels 1 through 4) was announced and New Zealand then moved quickly through 
levels 1, 2 and 3 and on March 25 we were in full level 4 lockdown.

For the four months we were unable to meet in person, the Management Team 
continued to meet virtually for our monthly meetings. Working on projects where we 
could and planning events to ensure when we were able to meet again, we would be 
ready. The team is to be commended for their work and ongoing commitment to the 
organisation, in particular their concern for member’s wellbeing during this 
unprecedented time and for making themselves available to support PACE members if 
needed.

On June 30 we were able to hold our first post lockdown meeting, with a mid-winter 
dinner at the Chameleon Restaurant at the Intercontinental Hotel (who opened the 
restaurant specially to host our event).  It was a lovely evening with spectacular food, 
and it was so good to catch up with everyone in person and share our lockdown 
stories.

We felt it appropriate to hold a well-being meeting in July with a presentation from Dr 
Stephen Kearney on recovering from the COVID marathon. Then at our August event 
we heard from Philippa Wells from Dress for Success. It was great to see the huge 
amount of clothing donated by our members to Dress for Success.



It was touch and go whether we would get to our most recent at Boomrock. Postponed 
when we went into lockdown, we finally got our day at Boomrock on Saturday 26 
September. It was fantastic to see such a great turn out and to have quality time together 
on a weekend day, to chat, laugh, share delicious food and fun activities together was 
priceless. It truly was an extremely fantastic day and I hope we can do something similar 
in the not too distant future. 

As always, the Management Team are working hard ‘behind the scenes’ to bring you a 
variety of interesting and information filled monthly meetings. Other work has either 
continued or been placed on hold during these uncertain times. The website is 
continually being updated with extra features being added and we are looking forward to 
further enhancements in the coming year. 

After three years in the role, I am stepping down as the Chair of PACE. It has been a real 
privilege to be in the position, something I was not that keen on taking on three years 
ago. But I must say what an honour it has been. I have enjoyed meeting and getting to 
know many of you, I’ve learnt invaluable skills that wouldn’t have normally presented 
themselves and I have got to work with some amazing people who have become more 
than just colleagues but lifelong friends. I encourage anyone considering joining the 
Management Team to do so, it is an opportunity to be part of a ‘board’ leading and 
operating an organisation, something you may not get the opportunity to be part of 
again.

Lastly, I would like to take this opportunity to acknowledge and thank my fellow 
Management Team members. Your dedication, time and energy is honourable. Thank 
you for your support of me as Chair these past three years, I am humbled to work with 
such a dedicated group of people.

Have a great final few months of the year everyone, Christmas and holidays will be here 
before we know it!  It is going to be good to say - Goodbye 2020!

Philippa Shierlaw
Chairperson
PACE Management Team



Event Report
Ciaran Hyslop – Event Coordinator

COVID-19 certainly threw a spanner in the works with our events calendar, however we 
were still able to gather together for some education and fun events.

--------------------------------------------------------------------------------------------------------------------
Dr Stephen Kearney: Shifting The Frantic | 24 September 2019 | Sofitel | 
34 confirmed attendees
Dr Kearney of Umbrella presented to us on shifting the frantic. The focus of this session 
was on:
Shedding light on the biological impact of being busy and the addiction effect that can 
subsequently occur.
Identifying the benefits of reducing the frantic.
Highlighting ideas, innovations and strategies known to help manage the frantic.
Turning “good ideas” into habits.

--------------------------------------------------------------------------------------------------------------------
AGM | 30 October 2019 | QT Hotel | 29 confirmed attendees
The beautiful QT hotel in Wellington hosted us for drinks & nibbles for our annual 
general meeting.

--------------------------------------------------------------------------------------------------------------------
Christmas dinner | 12 December 2019 | FORAGE Kitchen & Bar |
43 confirmed attendees

We celebrated the end of year with a fantastic dinner at the Mercure Hotel on the 
Terrace.

-------------------------------------------------------------------------------------------------------------------
New-Year networking & catch-up | 28 January 2020 | Harbourside Function Centre | 
33 confirmed attendees
We started the (calendar) year drinks & nibbles, hosted by Black & Gold at the 
Harbourside Function Centre on Queens Wharf.

---------------------------------------------------------------------------------------------------------------------
Waveney Parkinson | 25 February | AREA Events | 34 confirmed attendees
We were very fortunate to have former EA to the Wellington Mayor, Waveney, talk 
about her 25+ year career at the Wellington City Council.

--------------------------------------------------------------------------------------------------------------------
Dinner at Chameleon | 30 June 2020 | Intercontinental | 40 confirmed attendees
We came out of lockdown in style with an amazing dinner at the Chameleon restaurant 
in the Intercontinental.

--------------------------------------------------------------------------------------------------------------------



Dr Dougal Sutherland: Recovering from the COVID marathon | 28 July 2020 | Sofitel | 
39 confirmed attendees

Our second session of the (calendar) year delivered by Umbrella.  Dr Sutherland delivered a 
session that helped us: 
• Understand the science and impacts of sustained stress, including burnout.
• Learn about our key emotional and behavioural systems and how they may be affected 

by the current environment.
• Recognise when your current response patterns are becoming unhelpful.
• Learn practical tools for:

• managing overwhelm and anxiety
• sustaining motivation and drive
• maintaining relaxation and recovery

-----------------------------------------------------------------------------
Dress for Success | Sofitel | 25 August 2020 | 29 confirmed attendees

Dress for Success is a global not-for-profit organisation that empowers women (and now 
men also) to achieve economic independence by providing a network of support, 
professional attire and the development tools to help them thrive in work and in life. 
Wellington's Executive Manager, Philippa Wells spoke about the great work they do in our 
community.

PACE members also made donations to the organisation and the Uplift project – which 
provides bras to women in disadvantaged communities.



Membership Report
ANTOINETTE WILCOX - MEMBERSHIP COORDINATOR

PACE has had a successful 2019/2020 year with twelve new members joining in the 
calendar year, a few were previous members who re-joined.  It’s great to have so 
many new members and always a pleasure to welcome back previous members.

Our numbers currently sit at 91 (85 members and 6 founding members) which is 
fantastic.  I would particularly like to thank those of you who have shoulder tapped 
your colleagues - please keep doing that.  

A few people have not renewed for various reasons including maternity leave, a 
change in role so they are no longer in an EA position, retirement or moving away 
from Wellington.  Unfortunately, we have also lost a few members due to COVID 
budget restraints.  Please remember that as long as you don’t break your membership 
you can continue to be a PACE member even if your role changes.   We’ve had some 
people mention that they think they should cancel their membership as they have 
difficulty attending meetings.  Please be assured, as long as you are getting value from 
your membership in whatever way suits you, be it via the website or other updates, 
we are more than happy for you to retain your membership.

PACE has a varied and diverse membership comprising organisations in government, 
diplomatic corp, schools/universities, crown entities, not-for-profit organisations and 
the private sector.

The Management Team rely on you, our members, to keep us informed of changes to 
your roles and to recommend PACE to your replacement if you leave an organisation.  
It can be a real challenge keeping track of everyone’s movements so please remember 
to update us whenever you change your details.  You can do this direct on the website 
or email us at pace@pace.org.nz. 

The PACE website provides an excellent platform for our members to contact each 
other, share articles of interest, and edit their own profiles.  This helps us to keep you 
informed of opportunities, events and other areas specific to our roles. 

Please continue to spread the word and all the best for the year ahead.

Antoinette Wilcox
Membership Coordinator
PACE Management Team

mailto:pace@pace.org.nz


Treasurers Report
Brigid Kavanagh-Dee - Treasurer

2020 Income Statement and Balance Sheet  
Financially PACE Inc has remained in a stable position and this can be attributed to:  
• Consistent level of membership
• Good level of member participation at events
• Negotiations between Management Team and suppliers resulting in monthly 

member meetings being hosted at no or low cost to PACE
• Savings from cancelled members meetings during Covid lockdown being utilised on 

mid-Winter dinner and external speaker fees in July
• Given the current environment and ongoing effects Covid has created:

the Management Team have agreed to keep the 2020/21 Subscription Fee at 
the current rate of $150 per annum for another year

• The planned PACE website/brand refresh approved in last years budget was put on 
hold and funds have been transferred for expenditure against this years budget

PACE’s Investment held at Heartland Bank was reinvested on 28 August 2020 for a 
period of six months with an interest rate of 1.6% per annum. Current principal 
investment balance at 31 August 2020 was $20,949.80.  

Note: 2019-20 PACE Incorporated Financials [see Appendix I].

Annual Budget – prepared for the 2020/21 financial year  
The annual budget is prepared for the 2020/21 financial year as attached [see
Appendix II], for approval. 

Please note the 2019 Professional Development Forum was completely self-funded 
through sponsorship and returned a small profit.  The Management Team recognise 
that sponsorship in the current environment may not be as easy to source and have 
allocated $9000 to cover all costs – of course should sponsorship be forthcoming, the 
sponsorship value will decrease from the approved budget amount of $9000.

Financial Accounts 
Financial Accounts – 2019/20
The 2020 PACE Incorporated financials have been independently prepared by Wheeler 
Campbell, Chartered Accountants and distributed to Members with meeting 
documents. This now completes the Treasurer’s year end preparation. 

2018/19 Audited Financial Accounts 
Following the 2019 AGM, PACE Incorporated 2018/19 Financial Accounts were filed by 
the Secretary with the Incorporated Societies.



Resolutions:

That the PACE Management Team recommend:
‘That the members of PACE Incorporated:
Receive the Treasurer’s report prepared for members at the 21 October 2020 Annual 
General Meeting. 
Approve the 2019/20 Annual Accounts at the 2020 AGM.
Approve the PACE Incorporated 2020/21 Budget.’

Brigid Kavanagh-Dee
PACE Inc Treasurer



Annual Report
PACE Incorporated
For the year ended 31 August 2020
Prepared by Wheeler Campbell
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Compilation Report
PACE Incorporated
For the year ended 31 August 2020

Compilation Report to the members of PACE Incorporated.

Scope

On the basis of information provided and in accordance with Service Engagement Standard 2 Compilation of Financial
Information, we have compiled the financial statements of PACE Incorporated for the year ended 31 August 2018. 

These statements have been prepared in accordance with the accounting policies described in the Notes to these financial
statements.

Responsibilities

The Committee are solely responsible for the information contained in the financial statements and have determined that the
Special Purpose Reporting Framework used is appropriate to meet your needs and for the purpose that the financial statements
were prepared.

The financial statements were prepared exclusively for your benefit. We do not accept responsibility to any other person for the
contents of the financial statements.

No Audit or Review Engagement Undertaken

Our procedures use accounting expertise to undertake the compilation of the financial statements from information you
provided. Our procedures do not include verification or validation procedures. No audit or review engagement has been
performed and accordingly no assurance is expressed.

Independence

We have no involvement with PACE Incorporated other than for the preparation of financial statements.

Disclaimer

We have compiled these financial statements based on information provided which has not been subject to an audit or review
engagement. Accordingly, we do not accept any responsibility for the reliability, accuracy or completeness of the compiled
financial information contained in the financial statements. Nor do we accept any liability of any kind whatsoever, including
liability by reason of negligence, to any person for losses incurred as a result of placing reliance on these financial statements.

                                                          

Wheeler Campbell
Feilding

Dated: 10 September 2019
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Directory
PACE Incorporated
For the year ended 31 August 2020

Nature of Business

Professional association - To lead, advocate and support professional assistants of Chief Executives.

Incorporated

9 September 1992

Registered Office
71 Richmond Street
Petone
Lower Hutt

Postal Address

PO Box 11378 
Manners Street 
Wellington 6142

Chairperson

Philippa Shierlaw

Treasurer

Brigid Kavanagh-Dee

Chartered Accountant

Wheeler Campbell 
Feilding

Bankers

BNZ



These financial statements have been prepared without conducting an audit or review engagement, and should be read in conjunction with the attached
Compilation Report.
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Statement of Profit or Loss
PACE Incorporated
For the year ended 31 August 2020

NOTES 2020 2019

Income
Functions 3,850 2,295

Interest 819 356

Professional Development Forums - 21,200

Subscriptions 13,650 11,025

Subscriptions Prior Year 2,400 -

Website Vacancy Posting 250 250

Total Income 20,969 35,126

Expenses
Accounting 1,369 1,285

Bank Fees - 5

Functions 7,135 6,612

Gifts and Flowers 100 340

Management Team 300 754

Meetings 6,513 3,153

Professional Development Forums - 18,886

PO Box Rental 195 185

Website 1,287 1,461

Total Expenses 16,898 32,680

Net Income for the Year 4,071 2,446



These financial statements have been prepared without conducting an audit or review engagement, and should be read in conjunction with the attached
Compilation Report.
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Statement of Changes in Equity
PACE Incorporated
For the year ended 31 August 2020

2020 2019

Retained Earnings
Opening Balance 27,799 25,353

Increases
Current Year Earnings 4,071 2,446

Total Retained Earnings 31,870 27,799



These financial statements have been prepared without conducting an audit or review engagement, and should be read in conjunction with the attached
Compilation Report.
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Balance Sheet
PACE Incorporated
As at 31 August 2020

NOTES 31 AUG 2020 31 AUG 2019

Assets
Current Assets

BNZ 00 Account 11,220 11,406

Term Deposit Heartland Bank 20,950 20,144

Accounts Receivable 13,500 10,950
Total Current Assets 45,670 42,499

Total Assets 45,670 42,499

Liabilities
Current Liabilities

Income in Advance 13,800 14,700
Total Current Liabilities 13,800 14,700

Total Liabilities 13,800 14,700

Net Assets 31,870 27,799

Equity
Retained Earnings

Opening Balance 27,799 25,353

Current year earnings 4,071 2,446
Total Retained Earnings 31,870 27,799

                                                          

Philippa Shierlaw (Chair)

Date .....................................

                                                          

Brigid Kavanagh-Dee (Treasurer)

Date .....................................

11 September 2020

14 September 2020

bakavana
Stamp
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Notes to the Financial Statements
PACE Incorporated
For the year ended 31 August 2020

1. Reporting Entity

PACE Incorporated is an Incorporated Society established under the Incorporated Societies Act 1908. PACE Incorporated is
engaged in the business of a professional association.

2. Statement of Accounting Policies

Basis of Preparation

These financial statements have been prepared in accordance with the Special Purpose Framework for use by For-Profit Entities
(SPFR for FPEs) published by Chartered Accountants Australia and New Zealand.

The financial statements have been prepared for the society members.

Historical Cost

These financial statements have been prepared on a historical cost basis. The financial statements are presented in New
Zealand dollars (NZ$) and all values are rounded to the nearest NZ$.

Goods and Services Tax

The society is not registered for GST. Therefore all amounts are stated inclusive of GST.

Changes in Accounting Policies

There have been no changes in accounting policies. Policies have been applied on a consistent basis with those of the previous
reporting period.



INCOME $ EXPENDITURE $ Notes

15000 Anticipate 100 member subscriptions at $150 p/a

1500 Anticipate 50 members @ $30 each

5,000 50 members @ up to $100/head ($70 subsidy)

1,050 35 members @ $30/head

Boomrock 1,967 35 members @ $56.19/head

10000 Anticipate 50 registrations @ $200

9,000

*Approx based on 2019 Forum (Will vary down 

depending on sponsorships received)

460 Approx from Term Investment

6,750 9 monthly meetings @ $750 per meeting

300 6 speakers @ $50 per donation

200 eg departing MT members

700 Per annum

800 8-9 meetings p/a

195 Annual Fee

50 Postage/stationery/printing

200 *$200 Every third year (due 20/21)

450 Annual Cost

750 Including maintenance & support annually

2,800 One off not undertaken FY19/20

10 Electronic transactions

621 Paid six monthly ($51.75 per month)

748 End of Year reports

26960 31,590

PACE Treasurer

Gifts/flowers

Xero Software p/a

*Chartered Accountant

Brigid Kavanagh-Dee

Website hosting

Website Development

Website Refresh

Financial

Bank Fees

miscellaneous

Website pace.org.nz

*renewal

Team Building

Meeting Expenses

Administration

Post Office Box

Monthly Meeting

Food & Beverage

Speaker donation

Management Team

PD Forums

Interest

Functions:

Christmas

AGM

Appendix II

PACE INC 2020/21 Budget
Prepared for the 2020/2021 financial year

Subscriptions
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