		[image: BIdfood]



	



Administration Manager – Bidfresh Hamilton
After years of keeping everything running smoothly behind the scenes, Gemma has decided to make the move from the mighty Waikato to the slightly less mighty Manawatū so it’s time to bring in some fresh energy to lead our administration function. 
This is a fantastic opportunity for someone who loves variety, thrives on organisation, and wants to make a real impact across the business.
About the Role:
As Administration Manager, you’ll be the go-to person for all things admin – from accounts payable and receivable to compliance, payroll, and HR support. You will keep our Health & Safety and Food Safety standards on point, ensure the numbers add up, and help with recruitment and on boarding. 
[bookmark: _GoBack]This role touches every part of the business, so no two days will ever be the same!
What you will be doing:
· Health & Safety & Food Safety: Be the branch champion for compliance, audits, and training.
· Finance: Manage invoices, payments, and debtor queries like a pro.
· HR & Payroll: Support recruitment, on boarding, and make sure everyone is paid correctly.
· General Admin: Keep the office humming – from supplies to systems and reporting.
Who You Are:
· Super organised and detail-focused.
· Confident with numbers and compliance.
· Great communicator who enjoys helping people.
· Comfortable juggling multiple priorities.
If you are ready to step into a role that is central to our success and want to be part of a team that values what you do, we would love to hear from you, please express your interest or any questions to me directly @ Jason.neal@bidfood.co.nz
Internal applications close EOD Friday 12th December 2025
Jason Neal 
027 206 9861


Bidfresh Hamilton
26 Earthmover Crescent, Burbush, Hamilton, 3200
P.O. Box:20-168, The Base, Hamilton, 3200
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