


Position Description:  Executive Assistant (EA) to the Tumu Whakarae (CEO) and the Tumu (DCE) 


Our Commitment
At Visionwest we believe that, by supporting individuals and whānau as they work to answer their greatest needs and achieve their life goals, we can see entire communities transformed.
Our commitment is walk alongside whānau who are experiencing hardship in our communities through the provision of supportive housing, youth mentoring and employment, food support, counselling, financial mentoring, home healthcare and early childhood education.
Our Visionwest Te Tiriti o Waitangi Policy affirms Visionwest’s commitment to our responsibilities under Te Tiriti o Waitangi and its intention to ensure Te Tiriti principles of Partnership, Participation, Protection and Equity are understood, applied and reflected across the organisation. Visionwest aims to embody the wairua of Te Tiriti o Waitangi in its relationships with whānau, Iwi and Hapū, Māori service providers, and faith-based organisations, working for equity, Māori aspirations, and whānau well-being. Visionwest equally commits to upholding the wairua of Te Tiriti o Waitangi in all internal relationships. The relationship is intended to be one of warmth, hospitality, and reciprocity, that promotes equity, knowledge sharing and collective benefit.

Purpose of the Role
· To provide specialised coordination, administration and support to the to the Tumu Whakarae and Tumu. This will include a wide range of administration and hospitality tasks as well as support for special projects and activities.
· Provide support for the Executive team and Trust Board.
· Work in a manner that supports and promotes the Shared Leadership structure 
· Contribute to the outcomes for the Tauihu Office, working collaboratively, contributing to process and workflow improvements and capacity building.
· Contribute to the delivery of the strategic outcomes of Visionwest Community Trust, working within the values of the organisation. 


Key Relationships
	Service and Team:
	Tauihu Office

	Approving Managers:
	Tumu Whakarae and Tumu

	Key internal relationships:
	· Tumu Whakarae
· Tumu
· Director of Partnerships and Service Development
· Senior Events Manager, Pou Tikanga, 
· Executive Team, Senior Leaders.
· Staff, board and volunteers of Visionwest and Glen Eden Baptist Church

	Key external relationships
	· External stakeholders for the Tumu Whakarae/Tumu
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Specialised Administration Customer Focused Role: S6/Grade 14

Role Responsibilities

Team and Organisation 
· Work collegially and collaboratively with the team in keeping with Visionwest’s identity, culture and mission, contributing to a team environment where people have a clear purpose, are supported, and are healthy and engaged.
· Participate in team based, and organisation-wide, culture, engagement and learning activities, and encourage others to participate.
· Work collaboratively with internal stakeholders outside of team contributing to a mutually supportive work environment where both parties’ outcomes are met.
· Liaise/work with external stakeholders and agencies when required, representing the organisation in keeping with Visionwest’s culture, values and kaupapa.

Task Management
· Provide specialised EA service including providing advice and recommendations for action when required.
· Carry out a wide range of administrative, coordination and hospitality tasks, tasks related to supporting Tumu Whakarae/Tumu led projects and other general tasks, as directed by them. 
· Support for the Executive Team and Trust Board 
· Assist in the preparation of strategic and annual business plans for the Group - Arrange and co-ordinate Group and strategic meetings (and other forums) including agenda development, minute taking, report preparation and coordination, preparing presentations and arranging facilities, social events, accommodation and catering for each function - Establish and maintain excellent relationships with stakeholders
· Ensure tasks assigned are carried out effectively, efficiently and timely 
· Work within stipulated parameters and budgets
· Work within the framework set out in the Policy and Procedures documents for the service and organisation, sector standards, funding contract requirements, relevant legislation and guidelines.
· Contribute to the continuous improvement and capacity building within the team, including proposing new and innovative ways to improve outcomes 
· Provide support for plans and proposals for new projects as requested by line manager
· Communicate clearly and timely with line manager regarding progress, achievements, risks and challenges
· Provide accurate, reliable and timely reporting as requested by the line manager
· Provides minute secretarial services as required by the Manager
· Ensure invoices are coded correctly, accurately authorised at the appropriate level, and follow financial procedures and delegations
· Ensure invoices are forwarded to Finance in a timely manner so that they can be processed by the due date
· Arrange travel, transport and accommodation for the Manager, making sure that policies are followed when bookings are made
· Arrange travel, transport and accommodation for other members of the wider team as and when required, making sure that policies are followed when bookings are made
· Expected to work out of usual 9-5 hours from time to time, for board meetings, retreats and events



Personal Expectations
· Have a learning attitude and actively seek opportunities for personal and professional development (both internally and externally)
· Display a servant style attitude that offers support and encouragement to others in the team
· Be proactive in own practices to ensure a safe working environment for own self and colleagues including prompt reporting of accidents, incidents, and hazards
· Ensure that the vision, mission, and values of the Trust are reflected in own work practices and workplace relationships (internal and external) including working from a kaupapa Māori framework.
· Manage confidential information in an appropriate way to ensure it remains confidential and meets Privacy legislation as well as organisational requirements

Expected Outcomes
· The Tumu Whakarae/Tumu are well supported by this role in meeting their strategic and day to day outcomes. 
· The Tumu Whakarae/Tumu are supported with a wide range of administration and hospitality related tasks, this will include:
· General administration: email and calendar management; meeting coordination and administration including minute taking; communications; document management; collation of reports and information; procurement related tasks and travel bookings; and other general admin tasks.
· Preparation and coordination expectations for strategic leadership meetings and external facing stakeholder meetings are met according to the standards of the Tumu Whakarae and the Tumu. 
· Proactively manages the deadlines for reports, proposals, retreats, travel and accommodation on behalf of the Tumu Whakarae and Tumu.
· Trust board and Executive Team administrative and hospitality support.
· Hospitality related tasks for hosting external visitors as well as internal staff, including catering.
· Practical tasks such as housekeeping and general errands.
· The vision, mission and values of the Trust are evident in daily work practices.
· Collaborative work practices are evident with mutually beneficial outcomes for: 
· Team and colleagues
· Internal stakeholders
· External stakeholders
· Visionwest’s Kaupapa Māori practices are integrated into work practices.
· Income and expenditure meet budget expectations.
· Whānau facing service and sector standards are met (as applicable).

Role Competencies 

· Self-directed in work
· Accountable for a specialist area of administration for the organisation with measurable impact
· Solve varied problems of moderate complexity, requiring judgment and interpretation, and at times analysis and research
· Make independent decisions with help from precedents and earlier solutions
· Understands and can interpret data dashboards on behalf of the Tumu Whakarae and Tumu
· Build relationships, internal and external, liaising, advising, and convincing others to reach mutual understanding and/or achieve outcomes
· Assesses, evaluates, devises, interprets 
· Utilise Microsoft Word, Excel and PowerPoint with proficiency in the production of documents and presentations
· A commitment to Te Tiriti o Waitangi and Visionwest’s ongoing Kaupapa Māori journey
· A desire to support those who are facing challenging circumstances in their lives, with a commitment to the vision, mission and values of Visionwest Community Trust, and an ability work within the objectives as set out in the Trust Deed.

Any of the accountabilities, reporting relationships, or other matters, which are specified above, may from time to time be altered by the Trust/ Visionwest Community Trust following consultation with the role holder.

Qualifications & Experience:
· Extended on-the-job experience in applicable specialist field 
· Qualification in administration and business is preferable
· Previous experience in a fast paced, multi-faceted work environment
· Understanding of the Local Government environment – desirable.

Objectives of Visionwest Community Trust https://visionwest.org.nz

	Approving manager:
	Lisa Woolley (Tumu Whakarae/ CEO)

	Version date:
	September 2024


----------------------------------------------------------------------------------------------------------------------------------------------------
Employee Declaration:

I have read and understand the Position Description for Executive Assistant to the Tumu Whakarae/Tumu.
and accept it. 

Name: 

Signature: ……………………………………………….                    Date: ………………………………………                 
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