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About FMG
Formed by farmers for farmers over a century ago, today’s FMG is New Zealand’s leading rural insurer providing business and personal risk advice and insurance solutions for farmers, growers, commercial businesses, the lifestyle sector and domestic customers.

We’re proudly 100% New Zealand owned and operated and our focus is on helping our customers achieve their goals.  Our commitment to a mutual ownership structure guarantees that members’ and customers’ interests are preserved through working in partnership and reinvesting all profits in the business.



FMG’s Values

The FMG brand represents promises about what clients can expect from us and each of us is responsible for delivering these promises.  Living our company values means we deliver the best brand experience for our clients.  Our company values are:
	· Do what's right - Whāia te ara tika
	· Make it happen - Whakatutukitia

	· We're in it together - Ko tātau tātau
	· Proud of who we are - Whakahīhī i te whakapapa




Work Environment

We strive to provide an environment that promotes and fosters achievement. We place importance on career development and training to give our people the tools they need to succeed.
FMG’s Head Office is located in Wellington and accommodates FMG’s Executive Leadership Team (ELT), Client Propositions & Online Services, People & Culture, Financial Management, Product & Pricing and Underwriting, Reinsurance, Business Information and Analysis, Legal and Compliance.

FMG’s largest regional office is located in Palmerston North accommodating our National Sales & Advice Centre, Information Technology, Claims, Operations and Payments functions.  In addition to the offices in Wellington, Palmerston North and Christchurch FMG has offices in 30 regional locations throughout New Zealand. 



Purpose of the role
This role provides administrative support for People & Culture (P&C) and the Workday system, ensuring the smooth delivery of P&C operations and proactive support for people‑related initiatives. It plays a key role in maintaining accurate data, enhancing P&C processes, and contributing to the organisation’s overall people strategy.



Key Responsibilities
	Area
	Responsibilities

	System Administration (Workday)
	· Create, update, and maintain accurate employee data within Workday

· Triage and troubleshoot Workday issues raised by employees or People Advisory. 

· Log, track, and resolve support cases through the Service Desk.

·  Ensure all processes align with organisational policies and compliance requirements.

· Support People Advisory by implementing new workflows and addressing process gaps.

· Manage business processes for key P&C activities (e.g., onboarding, leave, resignations) within Workday. 
· Ensure all Workday‑related content on the Intranet is regularly reviewed and updated.
· Support maintenance of P&C systems and tools beyond Workday as needed (e.g., LMS, digital onboarding, learning systems).

	People and Culture Support
	· Provide project and administrative support to the Head of People Advisory and the wider Advisory team.
· Alongside the People & Culture Advisor, manage the People & Culture Inbox – including processing of invoices.
· Deliver high‑quality recruitment support to the Recruitment Lead, ensuring timely, accurate, and candidate‑focused communications. This includes, but not limited to, arranging advertising and interviews, reference checking and processing offer coordination documentation
· Work collaboratively with P&C Business Partners to identify, support, and implement key people initiatives and activities.

· Coordinate critical people processes, including parental leave, terminations, and changes to terms and conditions of employment.

· Manage the People & Culture inbox and oversee the Employee Notification Process.

·  Provide general administration and coordination support as required.

· Act as Content Administrator for People Advisory information on Insite (Intranet), ensuring content is accurate and up to date.

	Payroll Support
	· Provide administrative support to the Payroll team as instructed, ensuring accurate capture, processing and reporting of employee related payroll.
· Respond to payroll queries from employees and managers, as appropriate.

	Process Improvement
	· Identify and recommend improvements to P&C processes and workflows to increase efficiency and accuracy

	Internal Customer Service
	· Deliver excellent customer service to managers and employees, providing consistent, accurate P&C support and keeping the team informed of emerging issues.

	Team Participation
	· Participate fully as a member of People & Culture team and the broader FMG team 
· Participate in cross-team initiatives as required.

	Personal Development
	· Build on own areas of strength and share learning and information with the team

· Be able to keep up to date with employment legislation in relation to the Employment Relations Act, Health and Safety at Work Act and other relevant Acts.

	Risk, Quality and Compliance
	· Ensure overall compliance with legislation regulations (eg. Employment Relations Act) and FMG policies through the use of established systems.

	Health and Safety


	· Comply with safety and wellbeing policy and procedures, including accident and incident reporting and hazard management requirements.
· Work in a safe manner at all times and does not undertake activities without appropriate training.


	COMPETENCIES

	*see competency framework for behaviours expected at each level
	Expected Level

	Customer Driven (Internal & External)

A commitment to understanding the needs and best interests of both internal and external customers, in order to provide them with outstanding customer service and help them to make informed decisions.
	Intermediate*

	Accountability

Taking personal ownership of decisions, behaviour, and development, and being responsible for how these actions impact on the wider organisation and customers.  
	Intermediate*

	Adaptability

Demonstrating a willingness to engage in a changing environment and being flexible and comfortable working with change.
	Competent*

	Motivation and Drive

The determination to achieve goals and strive for excellence.
	Competent*

	Relationship Building

Developing and maintaining positive, professional relationships that are built on mutual trust and respect.
	Intermediate*

	Team Work

Making a positive contribution to the FMG team and collaborating effectively with others to achieve objectives.
	Intermediate*


	KNOWLEDGE

	Legal Knowledge
	Has legal knowledge e.g. indemnity, liability, the Privacy Act and general employment legislation

	Business Awareness
	Understands the internal workings of FMG and how business works; understands FMG's position in the advice and insurance market and knows the competition.

	Administrative Knowledge
	Knowledge of basic administration activities and processes.

	HR Knowledge
	Understanding of HR systems and processes, including recruitment, onboarding, changes to employment, payroll inputs, and HR lifecycle practices.


	SKILLS

	Qualification
	Not required.

	Specific HR Technology Skills
	Ability to work with HR systems (e.g., Workday), learning systems, or similar digital tools.

	Written Communication Skills
	
Spell words correctly, uses grammar appropriately and professional in everyday written communication e.g. emails. 


	Verbal Communications Skills
	Effectively presents information to others, both informally and in meetings.

	Listening Skills
	Skilled active listening, with full attention given during conversations.

	Relationship Skills
	Ability to build and maintain positive, trusting professional relationships.
Strong internal customer service focus, supporting managers and employees effectively.
Collaborative and team‑oriented, able to work proactively with P&C colleagues.

	Technology Skills
	Able to use technology for everyday work e.g. Office365, Microsoft Teams, Outlook

	Risk & Quality Skills
	Ability to identify risks and escalate appropriately.
Strong attention to detail and accuracy, especially in data entry and documentation.

Understanding of compliance requirements and ability to ensure processes meet legislation and internal policy.


Relationships
	External
	Internal
	Committees/Groups

	· Suppliers
· Business Contacts
	· People & Culture team
· All FMG Employees
	




Financial Authority Levels

· No authority to commit or approve expenditure
People and Culture Authority Levels

· Not applicable


Agreement
I agree to the outline of the role as contained in this document and recognise that the contents may need to be amended from time to time to reflect changing business requirements.

I as job holder, allow my Manager to gather information from third parties where necessary for the purposes of performance management.
Position Description
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