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Position Description
	Position title:
	Data and Systems Coordinator
	Date:
	September 2026 

	Reports to:
	Data, Systems and Training Manager
	Department:
	Business Operations 

	Number of reports:
	Direct: 0
	Location:
	Active+ National Support Office (NSO)

	Delegated financial authority:
	No 
	Budget ownership:
	No 

	Level of influence:
	Leading self



	Our Organisation

	Founded in 1990, Active+ is New Zealand’s largest 100% New Zealand owned interdisciplinary rehabilitation supplier. Our vision is to be the leading brand of integrated interdisciplinary health clinicians. We strive to achieve a seamless, quality-orientated, interdisciplinary experience for our clients, enabling them to meet their full potential. In 2024, Active+ became wholly owned by Southern Cross Healthcare Limited; the largest and most trusted private healthcare provider in New Zealand. 

A successful business is the result of teamwork and people working together in a spirit of partnership. Active+ is committed to promoting harmony and ensuring that consultation and co-operation are the basis for sound relationships with its employees. 

Active+ is committed to its employees in the context of an employment relationship that is mutually beneficial.




	Vision

	Our vision is to be the leading brand of integrated interdisciplinary health clinicians, and we strive to achieve this through our commitment to provide a seamless, quality orientated, interdisciplinary experience for our clients which enables them to meet their full potential. 



	Our Values

	Care First: Care is at our heart. It’s the foundation of who we are and how we approach our mahi. Through genuine manaakitanga, we deliver a quality of care that makes healthcare more human.
 
Better Together: Our strength comes from connection and collaboration – we bring together our diverse skills, perspectives, and experiences in the spirit of partnership and kotahitanga. We all play our part creating better outcomes for everyone.
 
Pursue Excellence: Every day brings a new opportunity to improve, innovate, and excel. We don’t settle for ‘good enough’. We’re here to do our best work, delivering our best care for the people and communities we serve.



	Role Purpose

	To support the Data, Systems and Training Manager and wider Business Operations team by:
· Providing data analysis, reporting and performance insights to support operational, strategic and contractual decision-making. 
· Ensuring the integrity, quality and effective use of organisational data through robust data management, validation and analysis practices.
· Providing day-to-day systems support and acting as a key point of contact for system-related enquiries across the organisation.
· Identifying and supporting continuous improvement opportunities through data-driven recommendations, performance monitoring, trend analysis and systems knowledge. 
· Supporting organisational projects and initiatives through data collection, analysis, reporting and evaluation.



	Key Relationships

	Internal
· Data, Training, and Systems Manager
· Business Operations Team
· Contracts and Performance Managers
	External
· Active+ Provider Network



	Key Accountabilities

	Data Collection, Analysis and Management
· Extract, collate and analyse data from Gensolve, Connect CRM, and other organisational data sources.
· Identify appropriate datasets and information required to support business and operational objectives.
· Clean, validate and combine data from multiple sources to ensure accuracy and reliability.
· Identify opportunities to maximise the quality, integrity and consistency of data.
· Identify data gaps, anomalies and quality issues and work with stakeholders to resolve them.
· Support data analysis activities that align with organisational reporting requirements and priorities.

Reporting and Business Insights
· Develop and deliver regular and ad-hoc reports for management and operational teams.
· Analyse performance data to support identification of trends, risks, opportunities and areas for improvement.
· Translate complex data into meaningful insights and recommendations.
· Create clear visualisations, dashboards, reports and presentations that support decision-making.

Performance Monitoring and Evaluation
· Monitor organisational, operational and contractual performance metrics.
· Track performance against key indicators and identify emerging issues or trends.
· Support evaluation of service delivery outcomes and organisational performance.
· Assist with provider performance reviews and business planning activities through analysis and reporting.

Continuous Improvement
· Identify opportunities to improve reporting, data management and performance measurement processes.
· Use data analysis to support organisational improvement initiatives and evidence-based decision-making.
· Support investigation of operational issues and provide data to identify root causes and potential solutions.
· Contribute to the development of improved measures, reporting frameworks and performance indicators.
· Support a culture of continuous improvement through the effective use of data and insights.

Stakeholder Engagement and Support
· Work collaboratively with managers and operational teams to understand reporting, analysis, and system requirements.
· Provide advice and support on the interpretation and application of data and performance information.
· Build effective working relationships across the organisation to support data quality and reporting outcomes.
· Respond to requests for information, analysis and reporting in a timely and professional manner.

System Support
· Support with identification of operational problems with our systems and help these be resolved or mitigated.
· Investigate, troubleshoot and monitor system issues before escalating where required.
· Assist users with system queries and provide guidance on system functionality.
· Support testing of system changes, upgrades and enhancements.
· Support maintenance of system documentation, user guides and process documentation.
· Identify opportunities to improve system utilisation and business processes.
· Assist with system configuration and administration activities as directed.
· Explore new opportunities or functionalities within our existing systems.

Project Support
· Provide data analysis, reporting and evaluation support for organisational projects and initiatives.
· Contribute to project planning, monitoring and outcome evaluation through accurate and timely data insights.
· Support with testing, validation, implementation and measurement of organisational improvement initiatives.
· Coordinate project actions, documentation and follow-up activities.
· Support rollout of new processes, systems and initiatives, including assisting with user communications and change management.
· Complete any other project tasks as directed.

Health, Safety and Wellbeing
· Comply with health, safety and wellbeing policies, procedures and legislative requirements.
· Identify, report and assist in managing workplace hazards, incidents and risks.
· Participate in health and safety initiatives and continuous improvement activities.
· Take reasonable care for personal health and safety and the health and safety of others.

Te Tiriti o Waitangi, Diversity and Sustainability
· Demonstrate commitment to Te Tiriti o Waitangi through culturally safe, respectful and inclusive practice.
· Promote diversity, equity and inclusion in all interactions and work activities.
· Support environmentally sustainable and socially responsible business practices.
· Contribute to Active+ commitments relating to environmental, social and governance (ESG) principles.



	Role Requirements

	Essential experience and skills
· Intermediate proficiency in Microsoft Excel.
· Experience extracting, cleansing, analysing and interpreting data from multiple sources. 
· Strong analytical and problem-solving skills.
· Strong written and verbal communication skills. 
· High level of attention to detail and commitment to data accuracy and quality. 
· Well-developed organisational skills, with the ability to manage multiple priorities and meet deadlines.
· Ability to work independently and collaboratively in a fast-paced environment. 
· Ability to follow processes and instructions.
· Ability to pick up new systems and skills quickly.
· Strong customer service and communication skills
· Curious and investigative mindset with the ability to challenge assumptions and identify root causes.
· Commitment to continuous improvement and evidence-based decision making. 
· Commitment to the vision, values and culture of Active+.

Desirable experience and skills
· Proficiency with Microsoft Power BI, Tableau, or other data visualisation tools.
· Proficiency with Microsoft Dynamics or other CRM systems.
· Experience with translating data into insights and recommendations for a range of audiences.
· Work experience in the healthcare sector in New Zealand.
· Experience with supporting business projects.
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