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Practical Services Limited

Mission Statement

To provide professional Human Resource services and advice designed to add value and to improve the operations of the Zieland Group of Companies.

Job Description

	Job Title:
	Administrator

	Major Function (Purpose):
	To be part of the Administration team, responsible for the recording and reporting of student information.

	Responsibilities:
	· To be responsible for recording data from student enrolment forms and maintaining administration systems.

	Regular Duties:
	· Accurately enter student information into databases.

· Verify that student information is accurate.
· Assist with reporting required data.
· Ensure original documentation (eg Birth Certificate) is returned to students.

· Support other groups with incoming enquiries.

· Carry out other duties as required.

· Act in line with Company, group and project processes.

· Work co-operatively as part of a team at all times.

· Attend and productively contribute to meetings and other Company involvements as required.

· Maintain good working relationship with external agencies and other business areas. 
· Undertake special projects.
· Other similar duties as may be required.
· Report regularly to the Administration Manager.

	Responsible to:
	The Administration Manager.

	Personal Specification:
	· Academic/Vocational Qualifications (Preferred):

· Competent in the use of MS Office products.
· Evidence of knowledge of the Treaty of Waitangi and Tikanga Maori.
· Office Management Qualification.

· Computer Qualifications to Level 4 or equivalent.

· Report writing skills.
· Attributes/Experience (Preferred):

· A strong technical knowledge.
· Orderly approach to administrative tasks.
· Ability to plan and meet deadlines.
· Computer literacy.
· A sense of humour.
· An enjoyment of working with and for people.
· Five years practical experience.

· Good standard of spoken and written English.

· Good Communication Skills.

· Ability to work well in a team.

· Be able to co-ordinate with all other groups and their staff and have compatible systems in place.

	Performance Development Review:
	An annual performance development review or semi-annual performance development review will be based on agreed performance objectives. The actual review will be conducted by the relevant Manager.

	Standard Requirements:
	The nature of our business dictates that all staff members have high personal standards – Corporate dress; professional attitude towards clients; cultural sensitivity; and a tidy and efficient workstation/classroom.

	Timetable:
	See Individual Employment Agreement, clause 6.

	
	

	Misc:
	Social Club
$ 2.00 per week
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