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POSITION DESCRIPTION 

 
Job Title: 
 

Executive Assistant/HR Administrator 
 

Team: 
 

Administration 

Reports To: 
 

Executive Director/Director of People & Culture  

Location: 
 

Wellington 

Hours: Full-time (with flexibility to be part-time for the right person) 

Works With: 
 

RNZB Board 
Artistic Director 
All RNZB Departments  

Direct Reports: None  

Date: Updated February 2021 

The Royal New Zealand Ballet (RNZB) was founded in 1953 by Danish dancer Paul Gnatt, as a 
touring professional ballet company for all New Zealanders. Based in the centre of Wellington, the 
Royal New Zealand Ballet is an intrinsic part of New Zealand’s national heritage, and has the 
largest following of all New Zealand performing arts companies.  The Royal New Zealand Ballet 
continues to invest in live music, performing with the Auckland Philharmonia Orchestra, New 
Zealand Symphony Orchestra, Orchestra Wellington, the Christchurch Symphony Orchestra and 
the Dunedin Symphony Orchestra.  The Royal New Zealand Ballet enjoys a reputation for strong 
and unique interpretations of full-length dramatic works. To this base the RNZB have been added 
many masterworks and major ballets of the 20th century, such as Balanchine's works and the 
Stravinsky ballets. The company has an enviable track record in commissioning new works from 
New Zealand and international choreographers. The RNZB regularly represents New Zealand on 
the international stage, with past tours to the UK, Australia, China, USA, Italy and Hong Kong. 

Purpose:  

To provide high level administrative support to the Executive Director, RNZB Board and HR 
Administration support to the Director of People & Culture. 

Scope of role: 

Works closely with the Executive Director and provides high level administrative support including 
diary management and travel logistics; correspondence drafting and acting as Board Secretary 
which includes managing administrative requirements of the Board.  Supports the Director of 
People and Culture with human resources administration. 

Travel: 
  

The Executive Assistant is based in Wellington and works from the Wellington office.  Travel will 
usually not be required, with the exception of an occasional out of city Board meeting when 
required. 
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Executive Assistant Key Accountabilities: 

o Provide high quality, timely, executive support to the RNZB. 
o Conserve Executive Director’s time by reading, researching, and routing 

correspondence; drafting letters and documents; collecting and analysing 
information; initiating telecommunications. 

o Produce information by transcribing, formatting, inputting, editing, retrieving, 
copying, and transmitting text, data, and graphics. 

o Prepare reports by collecting and analysing information. 
o Maintain confidentiality and protects operations by keeping information 

confidential. 
o Provide historical reference by developing and utilising filing and recording 

meeting discussions. 
o Maintain Executive Director’s appointment schedule by planning and scheduling 

meetings, conferences, teleconferences, and travel. 
o Co-ordinate and arrange meetings including teleconferences and video-

conferences. 
o Set up and maintain the RNZB Macro Calendar for all deadlines and major 

activities, and send reminders to relevant Managers. 
o Contribute to team effort by accomplishing related results as needed. 
o Represent the Executive Director by attending meetings in the Executive Director 

absence. 
o Provide assistance to the Senior Leadership Team and the wider organisation as 

required. 
o Welcomes guests and customers by greeting them, in person or on the telephone; 

answering or directing inquiries.  
o Prepare weekly newsletter, co-ordinating input from team leaders 
o Co-ordinate staff functions when required eg Opening Night after-show party 
o Provide administrative support for projects Executive Director is managing eg St 

James Relocation 
o Provide cover for the Office Administrator in their absence 

Board Secretary Accountabilities: 

o Provide administrative support to the Board, including: 
o Board meeting administration: 

 Minute taking 
 Trustee travel and accommodation bookings 
 Venue/s and catering bookings 

o Manage and monitor Board expenses against budget 
o Draft letters/emails for the Chair of the Board 
o Trustee recruitment administration: 

 Place recruitment ads on appropriate websites 
 Administer applications  
 Arrange interviews and issue relevant correspondence to panel 

members. 
 Venue/s and catering bookings  

o Monitor the dedicated ‘Chair’ email account 

HR Administrator Key Accountabilities: 

Recruitment: 

o Assist in the recruitment process, including posting ads to Seek, Trade Me, 
the RNZB website and any other appropriate websites. 
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o Liaise with recruitment agencies (as required). 
o Administer applications. 
o Set up interviews and issue relevant correspondence to panel members. 

Co-ordinate offers of Employment: 

o Draft Letters of Offer and employment agreements for review by Director of 
People & Culture 

o Send employment offers and employment forms  
o Co-ordinate the return of signed documentation and ensure it is filed on 

personal file electronically 
o Ensure payroll receives documents required to set up pay 
o Ensure recruiting Manager has announced appointment upon the return of 

the signed employment agreement     

Personal Files: 

o Maintain personal files electronically and ensure a high level of 
confidentiality is maintained 

Position Descriptions: 

o Ensure Position Descriptions are up to date and in the appropriate template. 

Induction: 

o Ensure the Induction Manual is up to date 
o Co-ordinate the induction of new staff, meeting with Manager to determine 

requirements , drafting induction schedule for agreement by Manager and 
arranging induction appointments 

o Provide system induction e.g. how to use Outlook, Calendar for meeting 
scheduling, Office 365, remote email access etc. 

Other Projects: 

o Support the annual employee engagement and wellbeing survey by providing data 
analysis and preparation of workshop presentations 

o Support the annual remuneration review process through the preparation of salary 
increase letters 

o Support the annual preparation of employment offers for Artists 
o Support the collective employment agreement negotiation process as required 
o Support wellness initiatives eg Mental Health Awareness Week etc 
o Administer HR projects and anything else requested by the Director of People and 

Culture, including co-ordination of workshops etc. 
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Essential Experience and Skills: 

• Experience in an Executive/Personal Assistant or Management Support role.  
• A high level of: 

o Organisational, time management and prioritising skills.  
o Written and oral communication skills.  

• Highly developed interpersonal skills.  
• Ability to build and maintain strong relationships across a diverse group of contacts  
• Well-developed computer skills particularly in the Microsoft Office suite and particularly 

Word, Excel and PowerPoint together with an understanding of databases.  
• Project management experience would be desirable  
• Human Resources administration experience would be desirable 
• Experience with supporting a Board and taking minutes would be desirable 
• An ability to:  

o Quickly adapt, to operate effectively in a changing work environment and roles.  
o Work independently and as part of a high performing team.  
o Work co-operatively with senior staff in the Ministers’ Offices and other national 

agencies.  
• Discretion and the ability to handle a high level of confidentiality. 
• Attention to detail.  
• Commitment to quality and strong customer focus.  
• Flexibility.  
• Confidence.  
• A basic knowledge of the arts sector would be desirable.  
• Resource and cost awareness. 
• Is able to work through and recover from setback or disappointment. 

An interest in ballet and/or the performing arts would be beneficial. 


