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KOROWAI TAKITINI

Job Description

Position: Receptionist / Administrator Prepared by: GMHR

Date prepared: Nov 2013
Date reviewed: July 2020

PRIMARY OBJECTIVES:

This position is based at the Huia Road and the post holder is responsible for providing
reception/administration support.

The position requires that effective administrative systems/processes are maintained, coordinated and
delivered. This will include general administrative functions and other duties as may be delegated.

Reports to:

General Manager Human Resources

Internal External
e All Ember Employees ¢ People who use Ember services
e Board of Trustees/Directors e Visitors to Ember
e External Providers/Partners

Role Accountabilities

Answering incoming calls and clearing answer-phone

Meet and greet all EMBER visitors

Stationery Ordering for the Hub and other services which includes general
office stationery as well as kitchen and bathroom supplies

Photocopying / Binding/ Laminating / Shredding as required.

Ordering couriers to collect urgent items

Catering for internal and external meetings and functions

Kitchen duties including emptying and loading of dishwasher and ensuring
kitchen is clean and tidy (downstairs kitchen only) and fridges (ground and
1 Floor kitchens) are stocked with milk.

Collation of monthly Birthday Cards to be given to CEO

Organising delivery and removal of document destruction bin

Monitoring EMBER on-site parking and sign-in register

Ensuring general cleanliness and presentation of the reception area and
stationery/photocopier area.

Indoor plant care and maintenance

General administration assistance as required by HR and L&D

Ad hoc administration projects for the GMHR and other Senior Managers




=  Compliance with the Health and Safety at Work Act 2015 specifically in
relation to the induction of new employees

Other possible role | e Booking and room set up of training rooms and meeting rooms (internal
accountabhilities and external meetings)

The above statements are intended to describe the general nature and level of work being
performed. They are not intended to be a complete list of all responsibilities, duties and skills
required of the position and the job holder.

I have read and understood my job description

Signature:

Date: Name:




KEY COMPETENCIES/SKILLS

Skill
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Working with disabled people

Working with Maori

Working with Families and Whanau

Working within Communities

Challenging Stigma and Discrimination

Upholding Law, Palicy and Practice

Maintaining Professional and Personal Development

Personal Attributes:

Compassionate & Caring: sensitive and empathetic

Genuine: warm, friendly, fun, have archa and a sense of humour
Non-judgmental: non-discriminatory, welcomes diversity
Open-minded: culturally aware, self-aware, innovative, creative and positive
risk takers

Optimistic: positive, encouraging and enthusiastic

Patient: tolerant and flexible

Professional: accountable, reliable and responsible

Resilient

Supportive: validating, empowering and accepting
Understanding

Role-models and upholds key EMBER Values:

Whakapono — We demonstrate belief and passion in everything we do. The love we
demonstrate for our work and our faith in its outcornes drives us to be the best we can be.

Tino rangatiratanga - We put people first. We believe that alf people have the right to self-
determination. We create opportunities that allow people to achieve their potential and

restore their tapu and mana.

Kotahitanga — We work as a team and we work in teams. We always strive to create

partnerships and to maintain togetherness in alf our endeavours.

Kia Pono, Kia Tika — We recognise that our work is not easy. We combine professional and
fived experience to stay grounded. We keep it real, we keep it honest and we always behave

with integrity.



HAzARD/RISK REGISTER AND
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KOROWAI TAKITINI

All work roles have inherent hazards associated with them. The roles
that you will be involved in at Ember are no exception. As your
employer, Ember is required by law to manage such hazards and the
associated risks.

Possible hazards associated with your role are detailed in this
document, together with measures that have been designed to ensure
your Health, Safety and Wellbeing (H&S)

The listed ‘control’ measures include various equipment, processes,
policies and/or approved procedures.

All employees are expected and required to follow the established
controls.

In addition to the above, all work areas have processes in place to
identify hazards specific to that area. Your site H&S representative/s
are trained and will be able to assist you with any H&S issue.
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