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POSITION DESCRIPTION
	Position Title
	Administrator

	Service
	Waiapu Kids Te Hapara Whānau Aroha

	Location
	Gisborne

	Reporting to
	ECE Centre Manager

	Direct Reports
	No direct reports.  


	The Organisation
	Anglican Care Waiapu (ACW) is the social services arm of the Anglican Diocese of Waiapu. We have services in Bay of Plenty, Tairāwhiti, Hawke’s Bay and Tararua. We support tamariki, whānau, and communities with our family and community services, early childhood education centres, Whānau Aroha centres, grief counselling services and older people’s programmes.
Waiapu Kids Early Childhood Services provide quality early childhood education and care reflecting the service philosophy and organisational kaupapa and values. 

	Our Vision
	Te Oranga Ake – Flourishing Together.
Our vision reflects our deep belief that true wellbeing is nurtured through strong relationships, shared purpose, and joyful connection. Whether through early childhood education, family and community services, support for older people or grief programmes, we walk alongside our communities to foster resilience, equity and hope. 
Together, we are growing a future where Aroha (love), Rongo (peace) and Hari (joy) are lived values – woven into every interaction, every service and every story. 

	Our Purpose
	Growing Te Oranga Ake o te Iwi o te Ao. 
To acknowledge, enhance, sustain and restore Te Oranga Ake o te Iwi o te Ao and the wellbeing of communities in the Diocese of Waiapu. 

	Values
	The values that drive our organisational culture and behaviour:
	Aroha (Love)
	A life grounded in love.

	Rongo (Peace)
	A life lived in peaceful relationship. 

	Hari (Joy)
	A life lived with joy seeking to fulfil potential. 







	Position Title
	Administrator

	
Position Summary
	The Administrator provides high‑quality administrative, enrolment, and operational support that enables our early childhood centres to run smoothly and deliver excellent outcomes for tamariki and whānau. This role supports the Centre Manager and wider team, maintains the integrity of systems, supports regulatory compliance, and contributes to a welcoming, culturally grounded centre environment.
On occasion, the role may provide practical support alongside kaiako, including time on the floor with tamariki.

	Working Relationships
		Internal
	External

	Kaihautū
Senior Leadership Team
Operational Management Team
HR Advisor
Other Anglican Care Waiapu Staff
Diocese Shared Service Staff
Parish staff
	Children, Parents, Caregivers and Whānau
Suppliers






	The following expectations are provided as a guide for performance standards in the Key Result Areas (KRA’s)



	
KEY RESULT AREAS
	EXPECTATIONS 

	KRA 1: 
Supporting ACW and Leadership
The role actively supports ACW and leadership to build a strong, cohesive, values‑aligned culture across the organisation.
	· Actively promote and role‑model ACW’s strategy, purpose, vision, and values to strengthen organisational culture. 
· Support and positively influence others to take pride in ACW and the work we do. 
· Demonstrate commitment to change and contribute to achieving organisational outcomes. 
· Support the enhancement and promotion of ACW’s special Anglican character among staff and stakeholders. 
· Model ACW’s values through personal behaviour and everyday practice.

	KRA 2: 
Centre Operations & Administration
Daily centre operations run smoothly through proactive, effective coordination of administrative systems, resources, and communication.
	· Provide administration support to the Centre Manager or wider team as required. 
· Manage financial administration tasks e.g. coding, creditor and debtor invoices, preparation of service accounts for approval, financial reporting.
· Support the Centre Manager with MoE documentation requirements and audit processes.
· Manage Infocare data (attendance, staff rosters, updates), ensuring accuracy and alignment with the ECE Funding Handbook. 
· Support Infocare funding and compliance processes, including 20 Hours ECE and preparing documentation for Centre Manager sign‑off and distribution.
· Maintain an organised, welcoming reception and office environment; manage calls, visitors, mail, and correspondence. 
· Follow office security and operational procedures and maintain adequate stock, supplies, and equipment. 
· Provide practical support on the floor with tamariki when needed and assist with transporting, including van support or driving as required.




	KRA 3: 
Child Transport & Supervision
Provide safe, responsible and reliable transport for Tamariki by operating the vehicle with a high standard of care following all road rules and ACW procedures throughout each journey. 

	· Work alongside the ECE Centre Manager and teaching staff to coordinate the safe transportation of Tamariki to and from the centre and on excursions/planned outings when required. 
· Adhere to ACW’s vehicle policies and procedures when driving the van. Staying within legislative requirements e.g. speed, use of mobile phones, valid drivers license and car seats and restraints. 
· Ensure all tamariki are properly seated and securely fastened in their age appropriate car seats before departure.
· Maintain appropriate ratios during transport. 
· Employ respectful practices in caregiving routines during transportation.
· Demonstrate welcoming, respectful, and responsive behaviour when engaging with Tamariki and whānau. 

	KRA 4
Enrolment, Attendance & Whānau Support
Whānau experience seamless, supportive, and culturally safe enrolment and attendance processes, supported by accurate and compliant record‑keeping.
	· Maintain accurate enrolment, attendance, waitlist, and booking information to optimise licence utilisation. 
· Ensure child records, funding documentation, and data systems are updated accurately and confidentially. 
· Support whānau navigating Work and Income processes and subsidy applications. 
· Contribute to necessary MoE, funding, and equity‑related reporting. 
· Direct Whānau enquiries or concerns to the Centre Manager

	KRA 5
Compliance, Quality & Health and Safety
The centre meets all regulatory, funding, and organisational compliance requirements through accurate documentation and proactive safety practices.
	· Promote a safety‑first culture by following ACW health and safety policies, legislation, and site processes, and reporting hazards or incidents promptly. 
· Maintain awareness of environmental risks and uphold all child protection responsibilities. 
· Keep compliance records, checklists, and required documentation accurate, complete, and up to date. 
· Support equity funding, licensing, funding verification, and other compliance processes. 
· Contribute to a safe environment for tamariki and kaimahi. 
· Follow organisational policies and engage in continuous improvement activities.

	KRA 6
Team Support & Collaboration
The role contributes positively to team culture, communication, and collaboration across the centre and wider organisation.
	· Work collaboratively with Centre Leaders, kaiako, and wider teams. 
· Provide flexible support based on emerging needs, including administrative and practical tasks. 
· Contribute to a positive, solutions‑focused, and supportive team culture. 
· Share knowledge and help build consistency across centres.


	KRA 7
Cultural Responsiveness & Values Alignment
The centre environment and interactions reflect cultural safety, tikanga, and the organisation’s values, ensuring inclusiveness and belonging for all.
	· Apply ACW’s cultural competencies framework in practice.
· Demonstrate cultural competence and integrate te ao Māori and tikanga Māori into everyday practice where appropriate. 
· Build mana‑enhancing relationships with kaimahi, whānau and community partners. 
· Demonstrate inclusiveness and respect for diversity of languages and all cultures. 
· Demonstrate a commitment to Te Tiriti o Waitangi.
· Support culturally aligned communication, events, and centre activities. 
· Uphold ACW’s values in culturally safe, inclusive interactions with tamariki, whānau, colleagues, and the community.
· 

	KRA 8
Organisation‑Wide Responsibilities
The role upholds ACW’s values, cultural commitments, and safety standards, contributing to a safe, inclusive, high‑quality environment for tamariki, whānau, and staff.
	· Conduct all duties and behaviour in alignment with Anglican Care Waiapu (ACW) policies, procedures, processes, and internal controls. 
· Maintain confidentiality of all staff, tamariki and whānau information in accordance with the Privacy Act and ACW policies.
· Demonstrate understanding of, and commitment to, ACW’s vision, priorities, strategy, and organisational values. 
· Demonstrate flexibility and willingness to take on a variety of tasks. 
· Manage work priorities, personal workload, and stress levels effectively. 
· Attend required meetings, training, and professional development. 
· Support colleagues and contribute to wider organisational objectives as needed. 
· Perform additional duties that may arise from time to time.



	
ROLE REQUIREMENTS

	QUALIFICATIONS / REGISTRATION
	Essential
· N/A
Desirable
· Qualification in Business Administration or similar
· NZ Drivers Licence 
· Current First Aid Certificate

	PERSON SPECIFICATIONS
	Experience, Skills and Knowledge
· Experience in administration or operational support roles, ideally in an early childhood education setting but not essential
· Experience using Infocare or similar database preferred but not essential
· Strong organisational skills with the ability to manage multiple tasks. 
· High attention to detail, accuracy, and confidentiality. 
· Competence with digital systems and databases e.g Infocare, Office 365, Teams, Sharepoint 
· Understanding of ECE contexts, enrolment, or funding processes (advantageous). 
· Commitment to cultural competence and engagement with te ao Māori with a basic understanding of Te Reo & Tikanga Māori 

Personal Attributes
· Warm, approachable, whānau‑centred, and genuinely enjoys working with and being around tamariki.
· Adaptable, proactive, and solutions‑focused.
· Collaborative, supportive, and a positive team contributor.
· Calm under pressure, reliable, and acts with integrity.
· Demonstrates alignment with organisational values and kaupapa.
· An affinity with the Anglican church and its mission

	Declaration: This position description may be required to be changed from time to time by Management as the requirements of the organisation changes.  The employee agrees that the contents of their position description may be amended, added to, or varied from time to time by the employer, after consultation with the employee.

	Date Effective
	

	Employee name and signature
	

	Date
	

	Signed on behalf of Employer
Manager Name and signature
	
ECE Centre Manager
	Date
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