[image: ]

Position Title: 	Executive Assistant (EA) to the Tumu Whakarae (CEO) and theTumu (DCE)
Service:  	Tauihu Office
Reports to:        Director of Partnerships
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
· Support with the coordination and delivery of Tauihu Office led events

image1.jpg
SZENAN
TS
o

&% . Visionwest

'=:§"_\ Waka Whakakitenga

?Oug;léjtiﬁgrhope | Kia Tamanakotia visionwest.org.nz




