TE KURA TAKIWA O MANGAKAHIA

i o 107 MANGAKAHIA AREA SCHOOL

1480 Mangakahia Road, Titoki, Whangarei, 0172 Email: admin@mangakahia.school.nz
www.mangakahia.school.nz Phone: 09 4331702

OFFICE ADMINISTRATOR JOB DESCRIPTION

RESPONSIBLE TO: Principal

FUNCTIONAL RELATIONSHIPS:  Senior leadership team
Teachers
Support staff
Community

PRIMARY OBJECTIVES: To oversee the provision of an effective and
efficient administrative service to the various
sectors of the school.
To adhere to all policies and procedures.
To provide a welcoming and responsive ‘first point
of contact’ for whanau and the community.
Acknowledgment and commitment to upholding the
Mangakahia Area School's Common Code of Practice.
Confidentiality, professionalism and agentic discourse is
expected in every facet of employment.

DAYS AND HOURS OF WORK: 8.00am - 3.15pm, 5 days a week, term time only.
Any additional hours will be paid through a timesheet
and/or in ‘Time Off in Lieu’ (TOIL) but must be recorded
and be approved by the principal in advance.



OUTCOMES

COMMUNICATION

e Marketing - responsibility for website maintenance, notices and news information (FB,
Instagram, MAS website).
Newsletters and Kamar messages to whanau.
Communications to staff.
Management of Principal appointments.

STUDENT MANAGEMENT

Student files maintenance.

Staff and student information kept up to date i.e. once a term

Student files maintained and kept up to date.

Kamar management oversight.

Management of stand downs and suspensions.

Management of ENROL for discipline procedures (Stand Downs and Suspensions).
Student welfare needs are responded to - first aid and logistics.

Roll Return — March, June, July & September.

ADMINISTRATION

e Ensure the provision of an efficient and effective administration service that adheres to
all policies and procedures and supports all areas of the school.

e Management of databases and logins - Education Sector Login, Kamar, security cameras,

security alarms.

Monitor and manage all registers e.g. health and safety/accident kept up to date.

Board Reports and secretarial services for Principal and other members of SLT as

required.

Support with employment processes.

Management of the school global calendar.

Monitoring and managing of school resources as required.

Management and monitoring of services.

Yearbook development - Printing end November.

Oversight of stationery supplies and orders.

Whanau uniform and resource purchases (Eftpos and cash handling).

Debtor follow up.

SCHOOL EVENTS

e Assist with all school events as required ie. Jnr Kapa Haka and Prize giving — typing &
printing of certificates, organising trophies, reporting




DECLARATION

Approved by:

Rachel Clothier-Simmonds, Principal

Date approved:

3rd August 2026

Reviewed:

Adjusted in August, 2026

Appointee signature:

Start date:

Principal signature:

Date:




