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ARTS COUNCIL OFNEW ZEAILAND TOI AOTEAROA




POSITION DESCRIPTION: Executive Assistant to Senior Manager Arts Funding 
	Job Band:


	

	Team:


	Arts Funding

	Reports to:
	Senior Manager Arts Funding

	Number of Direct Reports:
	No direct reports



	Financial Accountabilities:
	Nil



	Status
	Part-time;  4 hours per day; Monday - Thursday

	Location:
	Auckland


CREATIVE NEW ZEALAND’S PURPOSE

Creative New Zealand is the national arts development agency developing, investing in and advocating for the arts.

WHAT WE DO
Creative New Zealand’s support for the development of the New Zealand arts sector is provided primarily through our funding programmes. We also deliver a range of programmes to build the capability of artists and arts organisations, and to advocate for the arts.

TEAM PURPOSE:

The Arts Funding team is responsible for the delivery of Creative New Zealand programmes and initiatives which contribute to the maintenance and development of a resilient arts sector across New Zealand.

JOB PURPOSE:
 

This role is responsible for providing professional, timely and high quality executive assistant and administrative support to the Senior Manager Arts Funding.
The role will also assist with administering funding programmes as required.

	KEY RESULT AREAS
	CRITICAL TASKS
	PERFORMANCE INDICATORS

	Support to Senior Manager
	· Manage diaries, advise on conflicting events and carry out multiple re-scheduling as necessary.

· Make travel, accommodation and itinerary arrangements 
· Provide secretarial support 
· Email management

· Coordinate input into reports and Council papers including Ministry and CE report

· Monitor and track actions from meetings

· Monitor and track policy implementation plans for monthly reporting

· Sort, prioritise and draft internal and external correspondence 
· Schedule meetings, organise attendees, venues and relevant catering requirements.

· Co-ordinate regular team meetings/management team meetings/project plans/key documentation.

· Attend meetings (internal and external) and take minutes

· File and track travel expenditure

· Report and file credit card expenditure including papers for sign off.
· Undertake other duties as requested.
	Senior Manager is informed of all activities and appointments at all times.

Documentation completed accurately, in accordance with organisational standards and within agreed timeframes.

Duties completed within agreed time frames, to accurately meet requirements and accord with the team and/or organisational policies and procedures as applicable.
Travel and accommodation bookings are timely, accurate and represent good value for money.

Seek to continually improve the quality and efficiency of services provided.

Ensure the best use is made of technology to provide efficient and effective administrative services.

	Team Support and Contribution
	· Contribute to the delivery of funding round by providing ‘super user’ administration and support of CNZ’s Grant Management systems and processes

· Maintain the assessors Nominations Register and administrate annual refresh of register

· Provide phone answering service during agreed hours (team will divert phone during periods of heavy workload)
· Assist with panel and assessor administration
· Participate in team projects as agreed.

· Participate in the team’s planning processes.

· Attend team meetings and take notes as required.

· Work closely with the other support staff within the organisation, particularly those in the Arts Funding team. 
· Develop and maintain appropriate office systems.

· Participate with other members of Creative New Zealand through sharing of information, consultation, workshop participation and other activities, as required.

· Log mail and action as required


	Good understanding of CNZ’s Grant Management systems and processes

Nominations register is updated annually

Phone enquiries are dealt with promptly and referred to appropriate team member

All communications are professional, prompt and relevant.

Duties completed within agreed time frames, to accurately meet requirements and accord with the team and/or organisational policies and procedures as applicable.
Panels and assessments run smoothly

Proactively seek feedback on the quality of the administration services provided.

Seek to continually improve the quality and efficiency of services provided.

The best use is made of technology to provide efficient and effective administrative services. 

Participation is proactive and enthusiastic as a team member.

Positive relationships are built with CNZ staff across the organisation.

Document filing systems (electronic and hard copy) are well maintained and logically ordered.

	Māori Responsiveness
	· Ensure appropriate consultation occurs with staff in Māori Arts team

· Identify opportunities to work with Māori to achieve CNZ’s strategic goals.
	Seek to understand and apply appropriate ways of consulting with and working with Māori.

Demonstrate understanding and knowledge of working in a bicultural environment.


KEY RELATIONSHIPS
· Senior Manager Arts Funding, Manager Arts Grants and Creative Communities, Manager Arts 
· Investments, Manager Māori Arts Funding and staff of the Arts Funding team.
· The Chief Executive and other Senior Managers
· The Chair and Members of the Arts Council
· Other Creative New Zealand managers and staff, from across the organisation.

· Management and staff of Tōtara and Kahikatea organisations

· CNZ artistic and strategic assessors including panel members

· Other key contacts
EDUCATION, SKILLS, KNOWLEDGE, EXPERIENCE

(a) Experience: 

Proven experience in an Executive Assistant role with accountability for a wide variety of administration tasks.  

b) Skills & Knowledge

	· Excellent administration and support skills 

· Knowledge or experience of customer service functions including a strong customer service 
         ethic

· Strong Microsoft Office skills, including Outlook, Word, Excel and PowerPoint.
· Knowledge of modern office management systems and procedures
· Previous experience of funding and/or assessment rounds and processes desirable

· Information gathering and analysis skills

· Well developed verbal and written communication skills

	· Project management
· A basic understanding of the Arts sector is desirable
· Understanding of the principles and practice of the Treaty of Waitangi, and the implications of this for the work of Creative New Zealand.




c) Competencies

· Client Focus

· Results Focus

· Teamwork

· Initiative & Improvement focus

· Planning & prioritising

· Attention to Detail


