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Position Description
	Position
	Plant Administrator

	Report to
	Plant Manager 

	Direct Reports
	Nil

	Business Unit
	Plant and Logistics 

	Location
	Milton 


Position scope and purpose
To be responsible for the day to day administration and assisting with the coordination of the mobile plant and associated areas. To provide timely and effective administration support to the Plant Manager.  

	key responsibilities
	key results

	Health, Safety & Environmental requirements are addressed in all operations and project planning.

























Assisting Fleet Coordinator in the administration and management of fuel cards.
Responsible for monitoring the training schedule’s for all plant staff. 

Assist with sourcing and organising rental Vehicles.

Organising travel and accommodation. 

Keep the plant management function operating
smoothly when the manager is away.

Charging of various plant equipment to contracts. 

Produce fuel refund documentation on a 3 monthly basis. 
Responsible for the minute taking of H&S meetings and similar meetings. 
Process fuel invoices and allocate fuel consumption to appropriate vehicles. 
Process all onsite fuel to appropriate contracts. 
Responsible for producing all free text invoices for equipment sales. 


Responsible for RUC reconciliation for appropriate vehicles.
Processing and instigation of infringements and notice transfers. 

Credit card reconciliation for Plant Manager and Fleet Coordinator. 

	All work is carried out in a safe manner and in accordance with company HSE policies.
Throughout the workday HSE practice is observed and action taken if practices are unsafe.
Effectively contributes to the implementation of HSE policies and procedures.
Complies with HSE policies, procedures and guidelines.
Reports all H&S and Environmental risks and incidents.
Completes HSE Risk Identification and Assessments.
Participates and engage with the organisation’s Management System.
Collaborates and implement Improvement suggestions in your area of responsibility. 
Participates in emergency response training and practice drills.
Participates in HSE Meeting where required.
Participates in Staff Meetings if requested.
Uses authority to stop any unsafe act.




Fuel usage is monitored and anomalies identified and brought to the attention of the Plant Manager.
All staff are appropriately trained in all facets of their roles. 
Requirements regarding the use of rental vehicles are timely and appropriate.
All travel and accommodation are delt with in a timely manner. 
The manager is made aware of any issues in a timely manner.
The day to day administration of plant and logistics operates efficiently and smoothly.
All charging is put to appropriate contracts in a timely manner. 
Ensure documentation is accurate and delivered to tax refund administrators in a timely manner. 
Producing accurate minutes and agendas. 
Ensuring these are processed on time and are accurate.  
Contracts are kept up to date and accurate. 
Free text invoices are sent in a timely manner.
Ensuring all RUC’s are reconciled in a timely manner. 
Infringements are dealt with and paid within the specified time period. 
Credit card reconciles are accurate and up to date. 




Undertake any other duties as may be reasonably requested by Calder Stewart management from time to time.
key Relationships
	Internal
	External

	
Plant Manager 
Project Managers 
Site Managers
	Service providers 
Hire Companies
New Zealand Transport Authority
NZ Police 


Person Specifications
	Essential
	Desirable

	Proven experience in administration and office procedures.
Excellent communication skills, including the ability to communicate with a wide range of people both verbally and in writing.
Excellent interpersonal skills reflected in the ability to engage with people from a wide range of backgrounds.
Excellent word processing skills including computer skills: high level of computer literacy required, especially Microsoft Word, Excel, (together with an interest in further developing computer skills).
Proven organisational and time-management skills and the ability to prioritise work effectively.
Adaptable and flexible to the competing demands of the role.
Professional manner and presentation.
Confidentiality is respected and maintained at all times.
	Knowledge of the construction industry, highly desirable
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Driven by a common purpose

Our purpose

To Build a Strong

Future —-for our people, our
customers and the communities we
live and work in.

Our vision

To be New Zealand's property and
build partner of choice.

Built on collaboration

We have generations of proven experience on our team and we're driven by
acommon set of values in ‘Find a Way’, ‘Play Fair’, ‘Be Loyal’ and ‘Own It".

FI ND We are open minded and

continually work together to

A WAY. solve day to day challenges,

identifying new opportunities
for the future.

We take ownership of our
wellbeing, our work and the work

of our team.

‘BUILD A STRONG
FUTURE.




