Community Housing
Nga Wharerau o Aotearoa

Position Description
Position — Executive Administrator
Location — Wellington

Salary Range — based on experience
Term & Hours — part time to full time

About Community Housing Aotearoa

Community Housing Aotearoa (CHA) is the peak body for New Zealand's community housing sector. It
promotes the sector to Government and others. It builds the reputation of the sector by showcasing its
achievements and reinforcing its business and community models.

CHA Vision: All New Zealanders well housed.
CHA Mission: Supporting the growth and development of community housing in New Zealand.

CHA’s objectives are:
1. to be the voice of the community housing sector
2. to build capacity and foster collaboration
3. to promote best practice in housing policy
4. to champion quality and excellence

CHA is an incorporated society governed by an elected Council comprised of members. We deliver our work
across three areas: engage strategy, grow supply, and measure outcomes. CHA also has a wholly owned
subsidiary, Community Housing Solutions, that offers consultancy services to a range of clients including;
CHA members, central and local government.

Purpose of the Role

The Executive Assistant is a key role in supporting CHA to grow and you will facilitate the effective
operation of the organization (a team of 5.5 FTE’s) through providing professional and efficient support,
administrative and office management services.

Key Tasks & Responsibilities

Customer and Member Services
You will:
e Act as first point of contact for CHA - handle incoming e-mail enquiries, telephone calls, mail etc.;
e Deliver member services: requests for assistance, new membership applications and renewals,
login access etc.;
e Maintain an accurate and up-to-date database of member organisations and publish it on the CHA
website;

General Administrative Support
You will:
e Support CHA’s governing Council meetings, by scheduling meeting dates, preparing papers and
agendas with the CEOQ, attending meetings to take minutes, draft and distribute minutes, papers;



e Book travel including rental cars, flights and accommodation for Council and Team;

e Schedule and organise training events, meetings; book rooms, equipment and catering;

e Provide administrative support for Level 1 Southmark House Incorporated Society;

e Provide administrative support to various housing networks;

e Support the coordination of the biennial IMPACT conference;

e Assist with production and distribution of the fortnightly CHA Newsletter [as led by
Communications Coordinator];

Systems and Processes
You will:
e Implement, maintain and improve organisational systems and processes;
e Ensure CHA’s compliance with relevant legal and regulatory requirements (Companies Office,
Charities Services etc.);
e Oversee and manage CHA’s commitment to quality and develop systems to ensure quality in
everything we do;

Financial Systems and Administration
You will:
e Work with the CEO and GM-CHS to develop and manage CHA/CHS budgets;
e Ensure proper coding of expense invoices and provide summary hours from staff timelogs for
accurate monthly invoicing;
e Produce regular financial reports, monitoring CHA/CHS performance against budgets;

Information and Communications Technology
You will:
e Coordinate CHA's IT strategy, requirements and support;
e Assist with maintaining websites managed by CHA, including regular review and updating of
content;

Health and Safety and other
You will:
e Monitor CHA’s Health & Safety responsibilities including maintaining a Hazards Register and
ensuring First Aid and Civil Defence resources are appropriate and up-to-date;

All employees have a responsibility to ensure that they support and act on CHA's health and safety policy.
This includes practising safe work methods, proper use of equipment and the elimination of workplace
hazards.

All employees are required to understand the implications of the Treaty of Waitangi for their work.

All employees are expected to understand and have a commitment to the principles of Equal Employment
Opportunities.

CHA Organisation Structure

Reports to: CHA Chief Executive; works closely with GM Solutions/GM Operations
Number of direct reports: None



Key Relationships and Nature of Interaction
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Local and regional government v v v
CHA staff "4 v v v v
Person Specification — Executive Assistant
Community Housing Aotearoa — Administrator Essential | Desirable
Experience
Experience of working in an office environment in a similar role v
Experience of administering finance systems v
Experience of leading change to improve administration and office systems v
Previous committee servicing experience v
Experience of working with and administrating websites v
Knowledge and understanding
Knowledge and understanding of office systems v
Knowledge of IT equipment set-up for meetings e.g. laptop and projectors v
Understanding of working for a small organisation v
Skills
Excellent verbal, written, telephone and interpersonal skills v
Highly computer literate including Microsoft Office suite (Word, PowerPoint, v
Excel, and Outlook)
Excellent organisational skills - ability to plan and prioritise work to meet v
agreed deadlines
Excellent literacy and numeracy skills v
The ability to research, collate and evaluate information v
The ability to recognise ways to change and improve administrative processes v
Personal Attributes
Methodical and accurate v
Highly motivated and enthusiastic approach to work. v
Ability to be flexible and respond to unexpected priorities v
Trustworthy and honest v
Ability to work and deliver outcomes with minimal supervision v
Empathy and understanding for those who are homeless or in housing need v
Education/Training
University degree (any field) v




