Schedule 2

Position Description

	Job title:
	Office and Events Administration

	Responsible to:
	
Manager Membership and Events for membership and events administration
Manager Workforce Development for Civil Trades
Chief Executive for general office administration


	Responsible for:
	NA

	Job purpose:
	 
Provision of administrative support for CCNZ




	Date:
	June 2026  
	Version:
	 V1


Functional Relationship
	External
	Internal 

	Evaluators
	Manager Workforce Development

	Members
	Manager Membership and Events

	Suppliers
	CEO and CCNZ team

	
	CCNZ Members, associates, and branches

	
	Civil Trades candidates/participants
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Key Performance Indicators
Key behaviours – Our values.
Your performance will be assessed not only on what you do (KPIs), but how you do it
	Efficient

	Professional

	Reliable 

	Collaborative

	Proactive

	

	What am I supposed to do? (Key Performance Indicators)
	Key Inputs and Outputs

	General office Administration

· Processing and despatching publication orders, order and stocktake of publications
· Staff travel bookings and support
· General office maintenance (gardener, cleaning, rubbish, office supplies, stationery, etc)
· Reception duties, website/general email contacts, update member CRM details
· Mail and courier administration
· Telephone/utilities administration
· Functions/events (staff meetings, technical committee meetings, etc)
· Update albums and office holder boards as required
· General inquiries including from branch secretaries
	
· General office administration functions run smoothly

	Membership and events

· Assist with the organisation of CCNZ events, including annual conference, roadshows, stakeholder functions, National Excavator Operator Competition, and secretaries Day
· Assist with organisation of awards, including Hirepool Construction Excellence Awards, Z People Awards, and Connexis Civil Industry Training Awards
· Assist with maintenance of the CCNZ Customer Relationship Management (CRM) system 
· Assist with membership renewals as required
· Assist with member and stakeholder enquiries 


	
· Events successfully meet agreed targets (attendance, feedback and cashflow, etc)
· Awards are well planned, organised and professionally run
· CRM is kept up to date

· Professional and relevant response to all enquiries 


	Civil Trades

· Administration and coordination
· Oversee application process – receive and invoice applications
· Enter new account and update existing account details
· Arrange certificate printing and send out to RM’s
· Manage the CRM
· Allocate evaluations to evaluators and liaise
· Manage day to day enquiries

· Civil Trades Candidate recruitment/attraction
· Work with Manager Workplace Development, Marketing and Design Executive, and Regional Managers on recruitment/attraction campaign

· Civil Trades Recertifications
· Identify those due for recertification
· Support the evaluators and set up quarterly meetings
· Oversee recertification process
Invoice recertifications

· Post-certification support
· Administer Civil Trades alumni programme (to be developed)
· Manage CPD scheme (to be developed)



	

· Application, evaluation and certification processes run smoothly
· Queries managed in efficient and timely manner



· Campaigns developed and executed


· Recertification process runs smoothly



· Effective alumni programme 
· Opportunities for professional and personal development and networking identified and delivered 


	Team 
· Effective member of and contributor to CCNZ team

	
Contribute to co-operative, enjoyable team environment to maximize productivity. 
Promptly deal effectively with any team issues.
Attend and is engaged in team meetings. Support and work positively and respectfully with all team members


	Other

Other duties as required
	





Personal Specification
This section relates to the ideal level of skills, experience and qualifications required to effectively perform the role. We recognise that you may not have all of the exact requirements when you commence a role with CCNZ, and some of the requirements will be gained over time.
Qualifications
	Essential
	Desirable

	Recognised experience in office administration

	Exposure to administration of a certification framework or similar programme


Skills / Knowledge / Experience
	Essential
	Desirable

	Experience working in an industry support and liaison role.
	Knowledge and experience in the civil industry

	Experience with Customer Relationship Management Systems  
	CRM database management and operations


	Technology savvy - proficient in Microsoft Office, SharePoint and OneDrive
	

	Confident and proven in office administration
	

	Goal oriented in line with the functional purpose and mission.
	

	Excellent ability to communicate using multiple mediums – written, verbal and electronic 
	

	Ability to display initiative with a sense of drive and the ability to remain focused on results and goals.
	

	High level relationship building and stakeholder engagement skills.
	

	Being able to focus on excellence while continuously learning.
	

	Flexible work hours to suit busier times around events 
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