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Position Description
Computer Culture
Administrator & EA


March 2022
This document is subject to review from time to time

Section A

	Position:
	Administrator and EA

	Reports to:
	Commercial Manager

	Location:
	Christchurch 




Section B

	Position Objective:
	· The purpose of the Administrator and EA role is to: -Provide administrative support to the Sales and Finance Team
· Manage and coordinate the day to day administration and operational requirements of the Directors
· Provide support to the wider team, where appropriate.
· Support the Sales and Finance Team by preparing accurate documentation 
· All the above shall be handled with a high degree of confidentiality given the extent of the Computer Culture confidential information that the Executive Assistant shall be privy to and that he/she shall handle in the role.


	Functional Relationships:
	Internally
· Commercial Manager
· Directors
· Board
· Executive Team
· Sales Team
· Service Team
· All technicians
· All other staff





	
	Externally
· Suppliers 
· Clients


	Nature and Scope:
	Computer Culture Limited is a Christchurch based company that provides IT Services to business customers throughout New Zealand as well as supporting offices in international locations. Our solutions range from on premise to cloud and hybrid solutions, customised to every unique situation and we guarantee to provide information in an "easy to understand" way. Our IT skills and user-friendly personalities ensure successful outcomes with honesty and the highest level of integrity.
As part of the Computer Culture team you are expected to deliver a superb level of service, by providing, maintaining and developing a high level of support to the Directors and customers and ensuring the smooth and efficient running of the Computer Culture’s operations.  


	
	






Section C – Key Tasks and Specific Accountabilities

	1
	Sales & Finance Administration and Documentation 

	
	The Administrator and EA will be responsible for completing day to day sales support for the Sales Team accurately and within agreed timeframes. 

	
	(a)
	Complete warranty claims  

	
	(b)
	Liaise with suppliers / vendors (via email, phone, or in person as appropriate) 

	
	(c)
	Handle and reassign returned merchandise as per company and customer requirements  

	
	(d)
	Dispose of equipment in accordance with company guidelines 

	
	(e)
	Prepare all leasing documentation

	
	(f)
	Provide documentation that encompasses the delivery requirements agreed between the sales team and the customer to be utilised by the service team

	
	(g)
	Prepare contract renewal documentation for the sales team

	
	(h)
	Prepare sales meeting agenda, attend meetings, take minutes and distribute

	
	(i)
	Complete Attiva Agreements and reports

	
	(j)
	Create template to aid efficiencies for the sales team as required.

	
	(k)
	Perform any finance tasks as required



	2
	Executive Assistant 

	
	The Administrator and EA will be responsible for providing timely and accurate administrative support to the Directors to ensure continuity in the flow and execution of their tasks. 

	
	Expected Results

	
	(a)
	Ensure the workload and diary of the Directors is coordinated and managed in a timely and efficient manner

	
	(b)
	Screen phone calls, emails, letters and / or visitors in a professional and customer focused manner

	
	(c)
	Collect and process mail and other correspondence efficiently and in a timely manner

	
	(d)
	Ensure correspondence is drafted to a high standard on behalf of Directors as required

	
	(e)
	Support Directors in the preparation, compilation and analysis of documents, reports, proposals and policies to required standard which often involves confidential material

	
	(f)
	Attend meetings (internal and external), take, process and distribute minutes accurately.  This includes co-ordinating agenda items from multiple parties, organising meeting rooms, following up on action items and circulation of agendas.

	
	(g)
	Load actions from meetings into Connectwise as tickets, schedules, activities and assign accordingly.

	
	(h)
	Manage travel and other purchasing arrangements for the Directors and team

	
	(i)
	Act on behalf of Directors in certain routine matters in their absence.

	
	(j)
	Prepare and distribute Board Papers in a timely manner

	
	(k)
	Demonstrate excellent customer focus.

	
	(l)
	Liaise with senior managers and other staff to ensure the timely and accurate delivery of the Directors commitments



	3
	Administrative Support

	
	The Administrator and EA will be responsible for providing timely and accurate administrative support to ensure the business operates smoothly.   

	
	Expected Results

	
	(a)
	Manage the reception area and welcome visitors at the front desk, including general phone answering 

	
	(b)
	Ensure documents are filed via an effective and efficient document filing and e-filing retrieval system  

	
	(c)
	Report and manage building maintenance issues that arise, following up as appropriate until resolved   

	
	(d)
	Manage the onboarding of staff activities including office familiarisations, booking induction programme calendar items

	
	(e)
	Ensure all activities relating to company vehicles are kept up to date (ie. insurance claims, maintenance, WOF and registrations  

	
	(f)
	Order and manage the stock levels of general office supplies (ie. groceries, stationery)

	
	(g)
	Organise and order team lunches, birthday cakes, coffees and anniversary gifts

	
	(h)
	Organise staff Christmas function and other appropriate staff events (ie. City to Surf) in conjunction with the Commercial manager

	
	(i)
	Generate key customer list for Christmas hamper/gift distribution in conjunction with appropriate team member

	
	(j)
	Manage the company’s Vodaphone account in conjunction with the Commercial Manager.

	
	(k)
	General; assistance duties are performed in a timely and efficient manner.



	4
	 Health, Safety and Wellbeing 

	
	The Administrator and EA is responsible for demonstrating and adhering to relevant HSE systems as agreed by the Directors and Senior Managers.   

	
	Expected Results

	
	(a)
	Demonstrate safe behaviours at all times

	
	(b)
	Ensure a safe working environment is maintained for your colleagues and yourself 

	
	(c)
	Take appropriate actions if a dangerous situation is noticed and make all reasonable actions to make it safe  

	
	(d)
	Role model safe behaviours at all times

	
	(e)
	Promote, implement and abide by the responsibilities as outlined in the health and safety manual and any other related policies 



	5
	Professional Development  

	
	The Administrator and EA is responsible for ensuring their ongoing professional development as agreed by the Directors and Commercial Manager.

	
	Expected Results

	
	(a)
	At all times be up to date with regulatory requirements and trends that may benefit Computer Culture

	
	(b)
	Attend relevant and value adding professional courses and programmes 




	6
	Culture and Values  

	
	The Administrator and EA is responsible demonstrating an understanding and commitment to Computer Culture’s values.  

	
	Expected Results

	
	(a)
	Follow all company policies and legislative obligations

	
	(b)
	Promote equity and fairness in workplace, build mutual trust, and treat staff equitably and transparently, in a culturally appropriate manner   

	
	(c)
	Contribute to the continuous development of systems, procedures and service




	7
	Other Tasks  

	
	The Administrator and EA is responsible for carrying out other tasks and duties to meet operational requirements as and when required. 

	
	Expected Results

	
	(a)
	Duties are carried out in a timely and accurate manner and in accordance with Computer Culture’s policies and procedures 

	
	(b)
(c)
	Undertake any financial tasks as directed by the Commercial Manager.
Provide support to the cover and junior finance support as and when required 

	
	(d)
	Undertake all other duties that are reasonably requested from time to time 



Section D – Person Specification


Experience

· Demonstrated experience in a similar sales support / administrative support role with a minimum of 3 years’ experience 
· At least 3 years’ experience in a senior administrative / EA role


Skills, Knowledge & Personal Attributes

· Inventory control skills
· Basic accounts knowledge.
· Excellent written and verbal communication skills
· Strong customer service focus
· Ability to multi task and prioritise with competing demands 
· Strong computer skills across the MS Office suite specifically Excel
· Exceptional attention to detail
· Team player 
· Agile in approach
· Continuous improvement focus
· Discretion and the ability to maintain confidentiality 
· Highly developed interpersonal skills with a demonstrated ability to relate to staff and external clients at all levels and an ability to develop positive working relationships
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