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Office Administrator (Kidz@Wintec)
Kaupapa | Purpose
•  To provide a high standard of  support for the Manager in administrative responsibilities.
•  To provide effective support to the members of Kidz@Wintec team.
Reports to: Manager - Childcare Centre
Team: Wintec
Remuneration: IEA Band 2 ($56,453 to $67,200) 

Ngā mahi | Do
• Maintain Info Care Child Management system.  Specific standards and time frames are met with all tasks. All data required for system processing is entered. Processes payments from finance and receipts to client. Prepares and reconciles financial records. organises and enters new enrolments details. Monitors enrolment records to ensure these are current and dates correct. Updates customer records. Prepare and print hard copies of paperwork required for daily operational purposes. Maintain high attention to detail to ensure no errors. Provides reconcilliations of payments (parent fees and Winz) that correspond. High understanding of Info Care operating system. Account process to be completed weekly.

• MSD (WINZ).  Enter MSD (WINZ) payments to client account. Reconcile approved hours to booking. Advises clients of review dates. Ensures sufficient quantity of all forms. Reconciles schedules to Tech 1 notifications. Maintains confidentiality in all aspects of customer entitlements. 

• Administrative duties.  Confidentiality in all aspects of admnistration is evident. Ensure sufficient supplies of forms for operational purposes. Assists teachers with photocopying materials as required. Maintains centre files. Monthly financial reports are completed for finance.   Annual figures to be reconciled and sent to finance. Administration tasks are undertaken in a timely manner. Documents reflect a professional standard. Works effectively with Manager, Team Leader and team. Collects and delivers mail. Assists with any other clerical duties as required. Assist Manager to re-type policies and procedures. Submits financial records that show no discrepancies.

• Ministry of Education. Print and reconcile MOE records. Reads and is familiarity with MOE funding book. Develops knowledge of how funding is implemented. Documents absence records as required. Records, National student numbers (NSN's) and Early Learning Info ELI) are forwarded to MOE in a timely manner. Prepare MOE funding claim.

• Centre and Team Environment.  Assist in both Under Two and Over two centre over lunch periods and when required. Office area to be maintained in a clean and tidy state at all times. Professionalism is evident in manner and centre dress code adhered too. Monitor conversations with customers and colleagues, keep to a minimum to enable work to be completed in a timely manner. Performs other duties as required from time to time. Ascertain that no personal information is obtained or disclosed in the whanau area. Conducts self to ensure confidentiality is maintained.  Participates with the team so that positive and harmonious relationships are fostered.

 

Health and safety management accountabilities are understood and applied. Individual and staff H&S outcome and objectives
[bookmark: _Hlk194410350]•  Significant hazards in the area of responsibility are identified, documented and reviewed annually or as new hazards emerge
•  Significant hazards are eliminated, isolated and/or risk minimized
•  Staff in the area of responsibility are involved in the hazard management
Wintec culture
•  Observes Wintec’s mission, strategies, priorities and values in all activities
•  Follows all Wintec’s policies and procedures and legislative obligations
•  Demonstrates an understanding and commitment to the principles of the Treaty of Waitangi and Equal Employment Opportunities (EEO)
•  Demonstrates an understanding of and commitment to Wintec’s mission, strategies, priorities and values
•  Promotes equity and diversity in the workplace; builds mutual trust; and treats kaimahi equitably, transparently, fairly and in a culturally appropriate manner
•  Undertakes continuous improvement and development of systems, procedures and service to ensure Wintec maintains and develops its position as a leading provider of vocational education and training
Other duties
•  Performs other duties as may be reasonably required from time to time
Demonstrate commitment to:
Te Tiriti o Waitangi. Through our developing understanding of our obligations and our connection with Te Tiriti o Waitangi as both individuals and as an organisation.
Ākonga at the Centre. Through prioritising the experience, wellbeing, and success of our ākonga in our decision-making process.
Equity. Through recognition, empowerment, and inclusion we can give greater acknowledgement of the unmet needs of Māori, Pacific and disabled ākonga and their whānau.
Vocational Education and Training Excellence. Through quality provision for all ākonga, meeting the regional needs of employers and communities.

Pūkenga | Have
Education, Training and Experience
• Education / training. Knowledge of Excel spreadsheets, word processing and data entry essential. Accounting abilities essential.
• Experience Previous experience of Info Care Child management systems is preferred but not essential. 
Previous experience of ECE Ministry of Education funding requirements would be preferred.
• Typical knowledge, skills and attributes.  Able to exercise judgement in problem solving. Ability to be innovative, to question the status quo and to adapt to changing circumstances. Ability to use initiative. Highly developed interpersonal and relationship skills. Demonstrated ability to work with colleagues to resolve issues and meet agreed outcomes.


Wintec Values
[image: ]Manawa roa describes the behaviour of a person or group that embodies staying power, resilience, fortitude, grit and doing what needs to be done to achieve the collective goal.​​​​​​​​​​​​​​​​​​
Manawa nui describes the behaviour of a person or group that embodies manaakitanga (kindness), humility, patience, respect, tolerance and compassion.

[image: ]
[image: ]Manawa ora describes the behaviour of a person or group that embodies the act of breathing life into all aspects of another life form.


Ngā Hononga Mahi | Working relationships
Internal: 
Administration Staff / Heads of School/Centre Directors / Department Managers / Team Managers/Team Leaders/Coordinators / n/a
External: 
Ākonga / learners / Business / Industry / Community / Consultants / Employers and employer groups / Government agencies / n/a
Resource delegations and responsibilities: 
Financial: 
People: Nil 
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