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	Job Title
	Office Administrator

	Service
	ACMHL

	Location
	Multi-site

	Reports to
	General Manager - ACMHL

	Direct reports
	Nil

	Job Purpose

	

The Office Administrator provides administrative support to the Tenancy Management Team. The role includes preparation and management of tenancy documentation and data, ensuring processes and procedures are fit for purpose and implemented and general duties associated with managing tenancies.

	Key Result Area
	Key Accountabilities

	Administration
	· Preparation of tenancy documentation including welcome packs, letters, notices and forms (bonds etc).
· Provide administrative support to the General Manager as required.
· Maintain electronic and manual filing systems
· Manage the issuing of security cards and key codes for tenants
· Monitor stock levels, order and confirm receipt of goods supplied to tenants, building supplies and office supplies


	Data Entry and Record Keeping
	· Input of data into tenancy system 
· Enter information into management spreadsheets and reports
· Maintain accurate data on tenancies, updating lists as required
· Prepare data including graphs for management reporting


	Operational Support
	· Organise meetings and events as required
· Make arrangements to support staff training
· Ensure all office equipment is in working order
· Keep stock areas organised and accessible
· Key management


	Health and Safety
	· Working in a safe manner and being aware of all personal safety requirements of the role and processes 
· Report incidents and any risk as per ACMHL policy


	Be part of the ACMHL Team
	· Comply with all legislative and regulatory requirements and report any breaches as soon as they become known. 
· Adhere to all operating procedures, policies, guidelines and standards of integrity and conduct. 
· Demonstrate a commitment to and respect for the Treaty of Waitangi



	Qualifications and Experience

	Qualifications
	· Level 3 NCEA
· Experience in office administration  
· Full or Restricted NZ Drivers Licence


	Skills and Experience
	· Intermediate to advanced proficiency in MS Office
· Intermediate level typing speed and accuracy
· Data Entry experience 
· Document / template formatting
· Mail merge / etext 
· Experience with document management and filing systems
· Time management, including prioritisation, multi-tasking 
· An appreciation of the multi-cultural nature of both New Zealand and the organisation’s staff, volunteers and clients
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