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JOB DESCRIPTION
	Job Title

	Senior Administrator

	Direct Report

	Chief Executive Officer

	Key Relationships INTERNAL
	· This position has direct internal relationships with all kaimahi

	Key Relationships EXTERNAL
	· As directed by the Direct Report



Purpose of the position
As a pivotal member of the Operations team, the Senior Administrator will manage operational functions of Hineuru Iwi Trust and its entities while providing high-quality administrative and secretarial support to the CEO. The Senior Administrator will also assist in managing day-to-day functions across the organisation, including kaimahi oversight, operational tasks, and strategic planning to ensure the smooth running of the Trust.
Key Responsibilities:
Senior Administrator Functions:
· Oversee and manage the daily operations of the organisation, ensuring smooth and efficient processes.

· Develop, review, and implement operational policies and procedures.

· Coordinate and manage cross-functional team activities to meet organisational objectives.

· Monitor and report on performance metrics to the CEO, providing recommendations for improvements.

· Ensure compliance with all organisational policies and relevant legislation.

· Lead and support initiatives related to staff development, team cohesion, and workplace culture.

· Support the CEO with strategic planning and implementation of key projects.

· Liaise with external stakeholders, including contractors and service providers, ensuring all operational needs are met.
Assistance to the CEO Functions:
· Manage the CEO’s calendar, including scheduling meetings, appointments, and travel arrangements​.

· Screen and manage email enquiries and correspondence on behalf of the CEO, ensuring timely responses and follow-up.

· Assist with the preparation of reports, briefing papers, presentations, and other documents for the CEO.

· Arrange and coordinate meetings, including preparing agendas, taking minutes, and following up on action points​.

· Maintain effective document and data management systems for the CEO, ensuring all files are up-to-date and accessible​.

· Carry out background research on various matters and present findings to support the CEO’s decision-making process.

· Occasionally travel with the CEO to meetings and events, providing administrative and operational support​.
General Duties:

· Demonstrate strong leadership and management skills in day-to-day operations.

· Maintain a high level of confidentiality and professionalism in dealing with sensitive matters.

· Foster a positive and collaborative workplace culture within Hineuru Iwi Trust.

· Ensure compliance with Health & Safety systems and promote a safe working environment​.

· Manage organisational resources effectively and responsibly.

· Undertake any additional duties required by the CEO to support the overall functioning of the Trust.

Relationship Management:
· Cultivate and sustain productive relationships with internal teams.
· Foster connections with external relationships, government ministries, and relevant organisations.
· Keep stakeholders informed about Hineuru projects and contracts.
· Represent Hineuru professionally in external settings, advocating for our interests.
· Build and maintain community networks to promote the Hineuru brand.
Ad-hoc & Other Duties:
· Identify process improvements and propose solutions.
· Maintain confidentiality and adhere to policies, procedures, and regulations.
· Fulfill additional tasks or projects as assigned.
· Demonstrate commitment to workplace health and safety.
· Comply with employment obligations and follow lawful instructions.
· Serve the business's best interests in good faith.
· Dedicate effort to fulfilling employment duties and responsibilities.
Note: This job description is not exhaustive, and additional duties may be assigned as needed.
Skills, Experience and Education
· Strong background in operations management with experience in team leadership.

· Proven ability to manage multiple tasks and prioritise effectively.

· Experience in project management, strategic planning, and policy implementation.

· Superior communication and interpersonal skills, both written and verbal.

· Ability to work independently and collaboratively with senior leadership.

· Strong proficiency in Microsoft Office packages and document management systems​.

· Familiarity with Health & Safety systems and quality management principles​.

· Proficiency in Te Reo me ona Tikanga Māori is preferred.
· A bachelor’s degree in a related field or similar
· 5+ years’ experience in a related field with, preferably in the Charitable Trust or associated sector.
· Project management experience within a similar-sized organisation or industry
· Systems experience to guide kaimahi in data analysis, report writing, and systems management.
· Highly motivated “self-starter” capable of managing priorities and tight deadlines.
· Ability to anticipate the needs and show initiative in managing and promoting new projects.
· Ability to foster an environment of creativity and professional growth, to design job related, interactive exercises and use existing and new technologies to achieve desired outcomes.
· Strong team player to work across multiple areas. A demonstrated ability to get on with people, a questioning approach, and a willingness to learn.
· Attention to detail, strong planning, and problem-solving skills.
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