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Job Description
 
	Job Title: 
	Office Administrator– Ringa Āwhina Tāhūhū

	Reports to: 
	Director of Māori Development Services / Manutea 

	Division:
	Māori Development Services - Ratonga Whakawhanake Māori

	Department:
	Māori Development Services - Ratonga Whakawhanake Māori

	Direct Reports:
	Nil 

	Location:
	HomeGround – 140 Hobson Street, Auckland (1010)



	Te Tāpui Atawhai - Auckland City Mission
Ko wai mātou Who we are

	Te Tāpui Atawhai Auckland City Mission supports Aucklanders in greatest need and is committed to upholding Te Tiriti o Waitangi as a core principle in achieving our organisational mission and vision.
Known as Te Tāpui Atawhai since July 2021, our Māori name symbolises our commitment to Tangata Whenua. We acknowledge that existing economic, health and social inequities for Māori are caused by breaches of Te Tiriti and the negative impacts of colonisation which are ongoing.
Our services have evolved as the city’s social needs have. We respond with care and compassion while advocating for a reality where there are enough suitable homes, enough access to nutritious food, and accessible health care for all people and their families. Since our doors opened more than 104 years ago, this has been our ‘why’. We offer support for however long and in whatever way needed – for some people that’s simply accessing one of our many services, for others it’s a complex journey with our full support. 
Te Tāpui Atawhai Auckland City Mission is committed to fostering a diverse and inclusive workplace where staff feel valued and respected. This is foundational to our mission, vision and values as a Tangata Tiriti organisation.



	Māori Development Services - Ratonga Whakawhanake Māori

	Māori Development Services leads and delivers work across Te Tāpui Atawhai to integrate tikanga Māori and Te Tiriti o Waitangi across organisational practices, initiatives, events, and programmes. The team works alongside services and leadership to strengthen cultural capability and support tikanga-informed decision-making across the organisation. Māori Development Services also contributes to organisational policy development and review to ensure alignment with tikanga Māori and Te Tiriti o Waitangi. The team supports Manurau, the organisation’s senior Māori caucus, which provides collective Māori leadership, whakaaro, and guidance on kaupapa that impact Māori across the Mission. Both Manurau and Māori Development Services also holds key cultural functions including pōwhiri and the development of kaupapa aligned with Te Ao Māori.

	Te Kaupapa o Te Tūranga - Position Purpose 

	The Team Administrator provides high-level executive and administrative support to the Director of Māori Development Services, The GM Operations Māori, Māori Development Services Team and Manurau. This includes managing schedules, communications, hui, preparing materials and kai for events, and supporting the smooth day-to-day operations of all functions. The role requires discretion, organisation, and the ability to manage multiple priorities in a fast-paced environment while supporting culturally informed initiatives across the Mission. 



	Ngā Kawenga Matua - Key Responsibilities 

	
Executive Support 
· Provide high-level administrative and organisational support 
· Manage calendars including scheduling meetings, hui, and internal engagements. 
· Prepare agendas, briefing documents, and supporting materials for meetings. 
· Maintain organised electronic and physical records, documents, and correspondence. 
· Support the preparation and formatting of reports, presentations, and internal documentation. 
Hui and event coordination 
· Coordinate logistics for hui, wānanga, and internal gatherings facilitated by the teams. 
· Arrange venues, meeting spaces, and required equipment for meetings and events. 
· Prepare meetings materials including agendas, printed resources, and documentation. 
· Assist with the preparation and coordination of kai for events, training sessions, and team gatherings where required. 
· Provide practical support during events to ensure smooth delivery. 
Operational and Team Support 
· Provide administrative support for the day-to-day operations of Māori Development Services. 
· Prepare and collate resources, documents, and materials required for meetings, workshops and training sessions. 
· Maintain shared folders, document systems, and communication channels used by the team. 
· Assist with organising internal resources and documentation relevant to the team’s work. 
Internal Coordination 
· Coordinate with teams across the mission when arranging meetings, hui, or internal activities. 
· Assist with internal communication and information sharing when required. 
· Support scheduling and coordination or internal training sessions and team activities as requested. 
General Administrative Responsibilities 
· Maintain confidentiality and manage sensitive information with discretion. 
· Ensure administrative processes are completed accurately and in a timely manner. 
· Undertake additional administrative duties as reasonably requested by the Director of Māori Development Services. 
Tikanga – Culture and Relationships 
· Demonstrate knowledge of Te Tiriti o Waitangi and the values of Te Tāpui Atawhai 
· Apply principles of cultural safety in interactions with colleagues, clients, and stakeholders 
· Communicate respectfully and effectively with people from diverse backgrounds 
· Contribute to a positive and collaborative working environment 
Health & Safety, Quality and Compliance, Ethics 
· Comply with the Mission’s Code of Ethics and Code of Conduct. 
· Follow organisational health and safety policies and procedures. 
· Take reasonable care for personal safety and the safety of others in the workplace. 
· Report hazards, incidents, and risks in accordance with organisational procedures. 



	Ngā Whēako – Ngā Tohu Mātauranga 
Qualifications, Experience, Knowledge and Skill Requirements 

	The skills, experience and knowledge outlined below may be obtained from many different experiences.  For example, from paid work, voluntary work, work undertaken within your Marae, Church, or from specific iwi/whānau responsibilities.  The list below outlines transferable skills, knowledge and experience we are seeking for this role.
If qualifications are required for the role, they are also outlined below.  If no qualifications or preferred qualifications are outlined, we will consider equivalent experience for the role.

	Ngā Pūkenga Nui - Essential 
	Tūranga Motuhake - Role-specific  

	· Current full New Zealand Driver Licence.
· Commitment to upholding Te Tāpui Atawhai – Auckland City Mission’s Te Tiriti o Waitangi policy and demonstrated experience applying Te Tiriti o Waitangi in practice.
· Demonstrated integrity, reliability, and professionalism in all aspects of work.
· Effective interpersonal and communication skills, both verbal and written.
· Ability to build respectful working relationships with colleagues across diverse teams and backgrounds. 
· Ability to work both independently and collaboratively within a team environment. 
· Strong attention to detail and commitment to maintaining confidentiality. 
· 


	
· Proven experience in an Executive Assistant, senior administrative, or similar coordination role supporting a senior leader. 
· Strong organisational and time management skills with the ability to prioritise multiple tasks and manage competing deadlines. 
· Experience coordinating meetings, hui, or events including logistics, documentation, and resource preparation. 
· High level or proficiency in Microsoft Office applications. 
· Experience preparing documents, reports, presentations, and meeting materials for senior leaders. 
· Experience managing calendars, coordinating schedules, and organising meetings efficiently. 
· Experience maintain organised filing systems, shared documents, and administrative processes. 




	
Haere Mai - Why join us? 


	Cultural Respect: Be part of an organisation that values and is on its journey to integrating te ao Māori into its core values and operations.
Career Growth: Access to professional development and internal career progression opportunities.
Supportive Environment: Engage with a diverse network of colleagues and participate in culturally enriching events and activities.
Tō mātou kaupapa / Our Mission: We provide immediate relief and pathways to long-term wellbeing for people in greatest need, through connection and access to kai, kāinga and hauora.
Tō mātou kitea / Our Vision: A Tāmaki Makaurau where everyone can thrive. 
 OUR IMPACT STATEMENTS 
· Homelessness is brief, rare and non-recurring with affordable and healthy homes a reality for every person in Tāmaki Makaurau.
· Everyone has access to enough good kai to sustain themselves and their whānau needs.
· Health care is accessible for all, including people living with the effects of colonisation in Aotearoa, trauma, mental unwellness and substance abuse.
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