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About usOur agency’s purpose is to shift the system using data and evidence, so that the system invests earlier and more effectively to improve the lives of New Zealanders. 



Our values – how we do things around here
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About working in the Public Service
Ka mahitahi mātou o te ratonga tūmatanui kia hei painga mō ngā tāngata o Aotearoa 
i āianei, ā, hei ngā rā ki tua hoki. He kawenga tino whaitake tā mātou hei tautoko i te Karauna i runga i āna hononga ki a ngāi Māori i raro i te Tiriti o Waitangi. Ka tautoko mātou i te kāwanatanga manapori. Ka whakakotahingia mātou e te wairua whakarato ki ō mātou hapori, ā, e arahina ana mātou e ngā mātāpono me ngā tikanga matua o te ratonga tūmatanui i roto i ā mātou mahi. 
In the public service we work collectively to make a meaningful difference for New Zealanders now and in the future.  We have an important role in supporting the Crown in its relationships with Māori under the Treaty of Waitangi.  We support democratic government.  We are unified by a spirit of service to our communities and guided by the core principles and values of the public service in our work.  


About the position
	The purpose of this position

	The Administrator provides business administration, coordination and operational support across the organisation and undertakes Finance administration tasks. The role supports organisational and Finance administration to ensure the efficient and effective functioning of the Agency.
The position works closely with others across the Agency and serves as a trusted coordination point.  The position also provides transactional finance support.


	Team and location
	Corporate and Enabling Services - Finance

	Reporting to
	Chief Financial Officer (CFO)

	Salary band
	Band 12 - $59,537 - $70,044 - $84,053
 
Starting salaries are negotiated based on relevant skills and experience, with offers generally made between $59,537 to $70,044. 



	What you will do to contribute

	General Administrative Support
· Provide administrative support services in a timely and accurate manner and provide back up to other administrative roles within SIA as required.
· Set up and maintain effective electronic filing systems and procedures, and develop new systems as required to ensure information is stored in line with appropriate access permissions and is readily retrievable.
· Put content into SIA’s reports, presentations and other formats ensuring these meet the needs of the person or group requesting them and they align to SIA’s style guides.
· Organise and schedule meetings, including venue booking, technology setup, travel arrangements, catering, logistics and visitor management.
· Liaise suppliers as required to ensure SIA’s office and equipment meet business needs including reporting and tracking faults.
· Liaise with MSD’s IT team regarding IT issues, hardware rollouts and software changes ensuring SIA staff are kept informed of progress.
· Ensure office supplies, equipment and stationery are purchased and available as required.
· Update the intranet as required.
· Provide technology support to managers and staff including the set up of cell phones, iPads, and laptops and maintain a register of these items.
· Maintain other registers as required.
· Monitor SIA’s information inbox and organisational telephone ensuring queries are passed on to the relevant people for action.
· Coordinate induction and orientation activities for new staff.
· Support the offboarding of staff such as ensuring they are removed from the system and that all SIA’s equipment and access passes are retrieved.

Finance Support
· Input requisitions and invoices into SIA’s finance systems.
· Provide the necessary documentation to budget managers so they can confirm the receipt of goods or services and take appropriate actions following written confirmation from them such as goods receipting.  Keep the documentation in a format that is easily retrieved for audit purposes.
· Provide the Finance team with previous responses to Select Committee, Official Information Act and Parliamentary questions and coordinate the team’s responses to new questions.
· Prepare monthly and annual accruals.
· Populate finance-related training materials using content provided or referred by the Finance team.
· Maintain SIA’s contracts register.
· Track costs and usage of SIA’s data and analytics platform.
· Prepare documentation to support accounts receivable processes.
· Coordinate the assignment of financial delegations to cover absences.
· Check credit card purchases have supporting documentation and align to credit card statements.
· Process wellbeing claims and keep a register of claimants and payments.
· Record sensitive expenditure and populate reporting including the Chief Executive’s expense disclosures. 
· Undertake administrative tasks on behalf of the Finance team including maintaining the team’s calendar and planning boards and taking minutes or recording actions of meetings as required.

Other Support
· Identify opportunities to improve systems, processes and administrative efficiency.
· Collaborate with others in administrative roles to share best practice and provide support where needed.
· Undertake other tasks as directed by the CFO.  

Risk Management
· Actively identify and manage role or practice level risks, including escalation when required.

Health and Safety
· Support organisational health and safety initiatives and reporting activities.
· Contribute to the maintenance of a healthy, safe and inclusive workplace.



About you – what you will bring to the role
Qualifications, skills and experience
Experience and Knowledge
· Relevant tertiary qualification or demonstrated experience in an administration or finance-related role.
· Experience supporting multiple stakeholders simultaneously and/or experience in successfully managing competing priorities.
· Experience in using technology to support process improvement or efficiency.
· The ability to work in a team environment, be adaptable, and cope with change.
· Experience in preparing documentation and records.
· Working knowledge of Microsoft 365 applications, including Teams, Outlook, Word, Excel, PowerPoint and SharePoint.
· Good planning skills and attention to detail.
· High level of discretion and ability to manage confidential and sensitive information appropriately.

Characteristics
· Engaging and collaborative.
· Organised and delivery focused.
· Proactive, pragmatic and solutions orientated.
· Curious and committed to continuous improvement.
· Honest, professional and trustworthy.
· Resilient and adaptable.
· Remains calm under pressure.
· Self-aware and agile.
· Can do attitude.
· Demonstrates cultural awareness and understanding of Te Tiriti o Waitangi, tikanga Māori and mātauranga Māori.

Capabilities
· Communicates clearly and professionally.
· Plans, manages and delivers on work priorities.
· Positively contributes to a team environment.
· Builds strong relationships across teams and stakeholder groups.
· Coordinates multiple priorities effectively.
· Demonstrates sound judgement and initiative.
· Is customer focused. 
· Supports organisational performance and continuous improvement.
· Works collaboratively across functions and disciplines.
· Ensures accuracy, confidentiality and professionalism.
· Shares knowledge with others.

Other Requirements
· Willingness to take on responsibilities outside the prescribed position description where appropriate.
· Commitment to supporting organisational priorities and contributing to a high-performing public service.
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We're about people
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MANAWA MAUI

We are a catalyst for change
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TAUNAKITANGA

We influence through evidence
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PUARETANGA

We're transparent by nature
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We're stronger together
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