
JOB DESCRIPTION

	JOB TITLE:
	Administrator

	GROUP:
	Sales and Delivery

	TEAM:
	Sales and Delivery

	REPORTS TO:
	Delivery Manager

	DATE:

	October 2026


Our strategic intent
To be trusted partners leading education in the primary sector for a prosperous and sustainable New Zealand. We will do this by:
· Continue to build a high trust partnership model.
· Ensure high learner achievement.
· Continue to operate a sustainable education business.
Purpose of Role
The Delivery Coordinator works with the Training Advisers within their Team, to ensure learners and employers are supported throughout their learning journey. The Delivery Coordinator provides coordination and administration support to Training Advisers, ensuring training and customer data is maintained, including customer service support. 
The Delivery Coordinator works closely with the Senior Delivery Coordinator and any other Delivery Coordinator working in their Team and/or sector.  
Key Areas of Responsibility

	
	Key Responsibility
	Critical Tasks

	1.
	Supporting Training Advisers
	· Provides support to Training Advisers within team by ensuring that all administrative and office-bound activities are completed.
· Enters information into Trellis as required by the Training Advisers.
· Engages and corresponds with the Customer Services Team to ensure accurate information is entered into Trellis.

	2.
	Supporting the team
	· Ensures all team members are supported.
· Works in partnership with other Administrators in the organisation and provides coverage, when required.

	3.
	Learner management
	· Engages with learners and providers to provide information and advice.
· Organises venues for courses or classes if required.
· Works with the Training Advisers to organise study days or nights, as appropriate. 

	4.
	Reporting and monitoring
	· Works in partnership with Training Advisers to monitor completion rates and assist with completion rates by:
· Identifying learners with minimal units to complete as well as following up and rectifying missing results
· Following up on overdue learners to ensure they complete their qualifications
· Manage and maintain monthly, 10 credits and over duration reports.
· Provides assistance to the Training Advisers by monitoring learners activities, identifying trends and providing information for reporting.

	5.
	Learner management
	· Schedules courses or classes as required.
· Organises venues for courses or classes.
· Organises all administrative functions associated with courses or classes.
· Works with the Training Adviser/s to organise study days or nights, as appropriate.

	6.
	Administration
	· Keeps up-to-date information in Trellis regarding customer visits, training plans, invoices, resource orders, learner results and NZA paperwork, as required.

	7.
	Hub management (where applicable)
	· Manages and organises any maintenance work with the appropriate people.
· Manages the office administration e.g. mail, couriers, banking, filing and office supplies.
· Where applicable, acts as the main health and safety representative for the hub.

	8.
	Customer enquiries
	· Responds to customer enquiries, and where appropriate, organises an appointment for the relevant Training Adviser to telephone or meet with the employer or learner.
· If queries relate to other teams or areas of the organisation, directs the customers enquiries to the right people.
· Always treats customers professionally and is responsive.

	9.
	Safety and wellbeing
	· Carries out the requirements of the position safely at all times while supporting the organisation’s environment.
· Adheres to Health & Safety policies and procedures.

	10.
	Cultural capability
	· Embraces our cultural values, demonstrates a willingness to grow bi-cultural awareness and expresses this both within and outside our business division.
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Working Relationships
The Delivery Coordinator will work closely with:

	Internal 
	External

	· Senior Delivery Coordinators
· Delivery Coordinators
· Senior Training Adviser
· Training Adviser/s
· Sales and Delivery Managers
· Business Development Leads
· Business Services Group
· Learner Support Lead
	· Learners
· Employers
· Training Providers
· Venue Managers
· Caterers
· Maintenance Providers
· Industry representatives
· Literacy and numeracy organisations
· Mentors


Extent of Authority

	Direct/Indirect Reports
	N 

	Budget
	N

	General
	As delegated by the Sales and Delivery Manager

	Controls a budget
	N

	Jobholder can spend unbudgeted capital
	N

	Jobholder is responsible for committing the organisation to long-term contracts
	N

	Jobholder signs correspondence for Company
	N


Knowledge and Experience

	Essential
	Desirable

	· 4- 5 years, relevant workplace experience including customer service experience.
· Minimum intermediate level Excel and Word skills
	· Experience in the relevant primary sector
· Experience working in education sector


Qualifications

	Essential
	Desirable

	· Minimum requirement, National Certificate NCEA Level 3
	· Post-secondary relevant administrative or business qualification



[bookmark: _Hlk48740238]AGREEMENT with the duties and responsibilities of the position as reflected in this Job Description.  Primary ITO and the Sales and Delivery Team must be responsive to the needs of our customers so duties may change, and flexibility will be required from the Delivery Coordinator.


	Signature of Position Holder
	
	Date
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