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Maritime New Zealand Position Description 

Title Group Administrator CSE 

Responsible to Manager Ministerial Services and Group Support 

Location Maritime NZ Head Office (Wellington) 

Date October 2020 

Purpose of the Communication and Stakeholder Engagement (CSE) Group 

The Group’s primary role is to coordinate, facilitate and support all parts of the organisation to be great 
engagers and communicators, internally and externally. At times this means leading engagement; it also 
means making connections on behalf of the organisation and supporting these to be taken forward by 
people elsewhere in the business; and supporting our people to develop top notch communication and 
engagement skills.  Critically, it means we are coordinated in our approaches to communications and 
engagement, in both their planning and delivery.  It also means making sure that Maritime NZ has 
appropriate tools and frameworks in place to support those activities. 

Purpose of the role 

To provide high quality and flexible group administration assistance to Communication and 
Stakeholder Engagement (CSE) Leadership team. This position is located in the Wellington office and 
reports to the Manager Ministerial Services and Group Support.  

This role proactively manages effective day to day office management with all Communication and 
Stakeholder Engagement Managers, EAs throughout the organisation, tier three managers and 
Communication and Stakeholder Engagement group members.  

The Group Administrator will take the lead in ensuring the CSE teams meet required standards by 
managing the business planning and reporting, including business continuity planning and risk 
management processes. This will involve providing guidance and advice, identifying issues and risks, 
escalating to the CSE Leadership team as appropriate.   

Nature and scope of role 

Group Administrative Assistance  

 Take ownership of the day to day office administration to enable the CSE Leadership team to 
deliver required outputs efficiently and effectively.  

 Take the lead in managing the business planning and reporting process including providing advice 
and guidance to the CSE Leadership team. 

 Assist the CSE Leadership team with the process of budget planning and other finance support 
tasks as requested, including invoicing and project close-out processes. 

 Formal and informal note taking as required to support managers and teams during key meetings, 
producing well written documentation to ensure key decisions and actions are captured.  

 Ensure a culture of support and collaboration is fostered across the Communication and 
Stakeholder Engagement group. 

 Monitor milestones in business plan reporting to ensure that the CSE Leadership team is aware 
of any delays in delivery. 

 Connect and work collaboratively with the Executive Assistant to the Deputy Director CSE, Team 
Administrator’s and Operations Coordinators in the Group to coordinate CSE activities and provide 
effective administrative support. 
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Monthly and Quarterly Performance Reporting 

 Coordinate monthly reporting against budget and tracking of task completion across the 
Communication and Stakeholder Engagement Leadership team. 

 Coordinate the collation of quarterly reports from the Communication and Stakeholder 
Engagement Managers. 

Business Planning and Business Continuity Plan 

 Contribute to and assist in the writing and collation of the business plans and budgets for the 
Communication and Stakeholder Engagement group and teams.   

 Monitor the milestones in the team business plans and Strategic Work Programme items to 
ensure the Communication and Stakeholder Engagement Leadership team is kept up-to-date on 
progress.   

 Ensure the business continuity plans and BCP phone tree are kept up-to-date.   

Relationship management 

 Handle enquiries appropriately.  

 Establish and maintain effective relationships both internally and externally. 

 Develop relationships across the organisation with the intent of ensuring alignment of focus and 
timely identification of issues for resolution – promoting a “One Maritime NZ” approach. 

 

Office Management and logistics 

 Manage warehousing, stock levels, ordering and distribution of key publications  

 Manage printing and reprints for publications as necessary, including for Safe Seas/Lookout  

 Maintain inventory, order and distribute corporate gifts and carry out invoicing of these as required 

 Maintain databases of the distribution lists for publications, stakeholders and events 

 Administer advertising bookings, including budgeting and planning for advertising activity, with 
support from relevant managers 

Business Services Group 

 Participate as an integral and supportive member of the Business Services Group and EA Group, 
attending meetings, providing ideas for process improvement, and feedback to the 
Communication and Stakeholder Engagement group on administrative issues and initiatives.   

Finances 

 Ensure invoices are coded correctly, accurately and authorised at the appropriate level and follow 
financial procedures, delegations, business plans and chart of accounts. 

 Follow-up Managers on outstanding credit card transactions that require coding. 

Domestic and International Travel 

 Book domestic and international travel for Communication and Stakeholder Engagement 
leadership team as requested in line with organisational policies, making sure that team members 
are scheduled to arrive at their destination in a timely manner to conduct their business. 

Events 

 Organise the logistics and any requirements for meetings and functions ensuring they run 
effectively, efficiently and within budget.   

Project Assistance 

 Assist with special projects by making positive and constructive contributions for the team to 
deliver the project aims and outcomes. 

Maritime Incident/ Emergency Response 

Undertake response-related activities as appropriate to your core role, skills and training including: 
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 Supporting Maritime NZ’s role in specific response incidents as directed by management and in 
accordance with your terms of employment. 

 Undertaking response-related training to acquire/maintain specific skills that may support 
Maritime NZ’s response functions and roles. 

Health and Safety 

All employees have a responsibility to work towards ensuring their own safety and that of others in the 
workplace by: 

 Participating in the process of hazard identification and recommending controls. 

 Reporting all accidents, including near misses, whether or not these accidents involve injury. 

 Practicing safe work methods including the proper use of safety equipment. 

 Personally participating in all health and safety initiatives, providing suggestions for improvement 
of health and safety and assisting with development of solutions for any health and safety issues. 

Relationships 

The person in this role is expected to foster good working relationships with the following people and 
organisations: 

Internal External 

 Deputy Director CSE 

 CSE Managers  

 EA to Deputy Director 

 Operations Coordinators within CSE 

 Other CSE staff 

 Administration Support Team and Business 
Support Group 

 Finance, Property and Procurement Team 
and other internal teams 
 

 Publishers and advertisers 

 Venue owners and administrators for events 
and room bookings, and travel 

 Domestic Industry operators and associations 

 Suppliers 

Person Specification 

 Experience managing the end to end administration for a group (or large team) within a medium 
size corporate or government agency, or for a small organisation, particularly for teams and 
groups who have a fast paced and sometimes changeable work environment 

 Strong financial and budget planning/administration skills including the ability to follow established 
corporate processes such as for accruals and invoice tracking, while continuously improving 
CSE’s internal approaches to these activities 

 Experience being actively involved in business planning, monitoring and reporting, looking at 
achievement against business plans, risk management and business continuity planning. 

 Sound analytical ability and judgement.  

 Strong internal and external stakeholder focus with the ability to build rapport and maintain 
relationships with a variety of people and personalities at a range of levels.  

 Experience in event management, meeting coordination and minute taking. 

 Political acumen and an understanding of the State Sector. 

 Ability to work as part of a team using networking and influencing at a range of levels. 

 Flexible can do attitude with a high degree of self-motivation and initiative. 

 Well-developed organisational skills and strong attention to detail with a focus on innovation and 
collaboration. 

 High energy, drive and ability to foster change. 

 Very high standards or personal ethics and integrity. 
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 Computer literate with a sound knowledge of MS Office and experience with document 
management systems. 

MNZ Values 

Integrity  

 We are honest, ethical and trustworthy  

 We are fair and objective  

 We maintain confidentiality  

 We demonstrate moral courage – engaging in the difficult conversations and making the hard 
decisions  

Respect  

 We treat everyone fairly and courteously  

 We listen to others and act on the information received  

 We value the different skills, experience and world views each of us brings to our work  

 We role model the belief that how we do things is important – not just what we do  

 We share information and help others in Maritime NZ to do well  

Commitment  

 We think about Maritime NZ as a whole  

 We support the purpose, goals and values of the organisation  

 We support others in Maritime NZ to succeed  

 We take personal responsibility for our own behaviour, and expect others to take responsibility for 
theirs  

 


