
 

Facilities Coordinator 
Position Description 

 

 

 

 

Business Unit  Corporate 

Location Wellington 

Type Permanent Full Time 

Salary Range $46,300 (85%) - $54,471 (100%) - $59,900 (110%) 
 

 Our tikanga 

The tikanga of Taumata Arowai are based on the guiding principles of Te Mana o te Wai. 

Mana Motuhake – lead by example by upholding and role modelling positive partnerships and behaviours 
based on kaupapa Māori principles, knowledge of local kawa and tikanga. Our thinking and practices are guided 
and informed by the principles of the Te Tiriti o Waitangi and Te Mana o te Wai. 

Kaitiakitanga – ensure appropriate action is taken to steward, protect and preserve the integrity of the 
mauri, mana and ora of wai and tangata for the future. Our actions are guided and informed by mātauranga 
Māori-led change where kaitiakitanga can be exercised. 
 
Manaakitanga – act in a mana enhancing way, with care and respect for the mauri, mana and ora of wai and 
tangata. Our work supports and respects the interests, strengths, and aspirations of wai and tangata for long 
term intergenerational sustainability. 

 

Ko wai mātou | About us 

Background and context 

Taumata Arowai was established on 1 March 2021 as one of the three pou (pillars) of the Government’s 2020 
Three Waters Reform programme (the other pou are regulatory and service delivery reform) as a result of the 
review of the Havelock North incident.  It became the new water regulator for Aotearoa when most of the 
Water Services Act 2021 came into force on 15 November 2021.   
 

Taumata Arowai is born out of Te Mana o te Wai – a universal concept that is about restoring and preserving 
the balance between the wai, the wider environment and the community.   
 

Taumata Arowai is governed by an independent, Minister-appointed Board.  It is also advised on Māori rights 
and interests by a specialist rōpū (Māori Advisory Group, known as ‘Te Puna’).  

Our relationships 

Taumata Arowai recognises that we need to develop strong relationships and work collaboratively across the 
sector. We will design, build and act from a te ao Māori perspective, working together across Aotearoa with 
iwi and Māori, local and central government and the wider water sector. 
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We take our lead from Te Tiriti o Waitangi and are guided by the principles of Te Mana o te Wai to regulate 
and influence the water services sector, improve outcomes and reflect on the importance of and connection 
between the health of tangata and wai, people and water. 
 

Spirit of service      

Ka mahitahi mātou o te ratonga tūmatanui kia hei painga mō ngā tāngata o Aotearoa  

i āianei, ā, hei ngā rā ki tua hoki. He kawenga tino whaitake tā mātou hei tautoko i te Karauna i runga i āna 
hononga ki a ngāi Māori i raro i te Tiriti o Waitangi. Ka tautoko mātou i te kāwanatanga manapori. Ka 
whakakotahingia mātou e te wairua whakarato ki ō mātou hapori, ā, e arahina ana mātou e ngā mātāpono me 
ngā tikanga matua o te ratonga tūmatanui i roto i ā mātou mahi.  

In the public service we work collectively to make a meaningful difference for New Zealanders now and in the 
future.  We have an important role in supporting the Crown in its relationships with Māori under te Tiriti o 
Waitangi.  We support democratic government.  We are unified by a spirit of service to our communities and 
guided by the core principles and values of the public service in our work.   
 

Mō tēnei tūranga mahi | About this role 

Position Purpose 

The Facilities Coordinator provides high quality, proactive facilities management services, administrative 
support, and receptionist duties to ensure the smooth and efficient operation of the office.  

This role reports into the Team Lead and Executive Assistant to the Chief Executive and is part of the wider 
People and Culture team but works with and supports the whole organisation. 

 

Reports to Team Lead and Executive Assistant to the Chief Executive 

Staff  Nil 

Key Relationships 

Internal 

People and Culture Manager 

EA to Leadership Team (KOPA) 

EA to the Board 

Governance Advisor 

Corporate Team 

External 

Building Management  

Fleet Management 

Other service suppliers 

Visitors and General Public 

 

Key Accountabilities 

As a Crown agency, it is likely that the scope and functions of positions within Taumata Arowai will evolve over 
time as Taumata Arowai grows and matures.  Responsibilities of this position are expected to change over time 
as Taumata Arowai responds to these changing needs. 

 

Facilities and Fleet 
Management 

• Take a solution focused approach to support and advice, ensuring 
efficient end to end management of Taumata Arowai facilities. 
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• Provide a high standard of proactive facility management service, 
customer support and advice for all Taumata Arowai office 
locations.  

• Build and maintain strong, effective working relationships with 
service providers and contactors. 

• Ensure escalation of maintenance and service issues are resolved 
promptly and the appropriate and agreed escalation processes are 
followed. 

• Contribute to the planning for and delivery of facility management 
services. 

• Liaise with building management for small repairs and general 
maintenance requests 

• Monitor the Fleet Management inbox and respond to queries in a 
timely manner. 

• Onboard all new Taumata Arowai authorised drivers, including 
maintenance of ERoad Driver Profiles and geo-fencing.  

Administrative 
Support 

 

• Monitor the general office inbox account, triaging enquiries to 
different departments or SME’s (subject matter experts) as 
appropriate. 

• Record and maintain all technology, office and kitchen stock levels 
through regular audit and ordering 

• Maintain the office floor plan and provide updates to management 
when office is reaching capacity 

• Establish and maintain a process for ordering office supplies 

• Support with event management for staff events 

• Be the point of contact for general office enquiries. 

• Review current administration processes and recommend changes 
to improve efficiency and effectiveness 

• Work collaboratively with others in the Corporate Group to 
improve business administration processes and maintain a 
consistent approach to administration across Taumata Arowai. 

• Work and communicate pro-actively across Taumata Arowai to 
understand wider administrative needs and anticipates 
requirements and need for support. 

• Other ad hoc admin support where required. 

Reception Support • Attend to reception for visitors and deliveries, assign visitor access 
tags as appropriate  

• Ensure that the reception area remains clean and tidy and is 
welcoming to visitors 

• During peak times for visitors (during events or board meetings) or 
as requested be based at reception to welcome people to the 
organisation 

• Ensure that the visitors sign in device remains functional and 
escalate any issues to the helpdesk 
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• Ensure all deliveries are collected from the reception area and post 
is put out prior to collection each day 

• Arrange post and couriers for collection, delivery, ensure stamps 
and envelopes are stocked. 

Financial and 
Travel 

• Ensure invoices are forwarded to the finance team in a timely 
manner so they can be processed by the due date. 

• Ensure invoices are coded correctly and accurately authorised 
following financial delegations and procedures. 

• Provide support for staff booking work travel 

• Use travel system to book flights 

• Provide and maintain a system for issuing taxi chits or booking 
taxi’s/ubers 

Health, Safety and 
People 

• Maintain up to date records for current Taumata Arowai Fire 
wardens and First Aiders and organise training for these roles as 
directed.  

• Support recruitment processes, including support for the on and 
off boarding of staff 

• Coordinate with the Technology Team to ensure devices are 
available for new staff as part of onboarding including creating ID 
cards and setting up new phone accounts 

• Collect all Taumata Arowai Technology, clothing and other 
equipment from employees as part of the exit process 

• Assign locker access and maintain a record of users 

Relationship 
Management 

• Establish and maintain a relationship with building management, 
suppliers and contracted cleaners for simple requests 

• Provide support to the Team Lead and Executive Assistant to the 
Chief Executive, Executive Assistant to the Leadership team (KOPA) 
and the Executive Assistant to the Board. 

• Establish and maintain effective, collaborative relationships with all 
other internal and external stakeholders. 

 

Health and safety for self 

• Work safely and take responsibility for keeping self and colleagues 
free from harm 

• Report all incidents and hazards promptly 

• Know what to do in the event of an emergency 

• Cooperate in implementing return to work plans. 
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Ko koe tēnei | About you 

 
Qualifications 

• Relevant qualification in administration and/or business management, or equivalent experience 

 

Experience 

• Experience delivering facilities or office management and services, or experience in an 
administration or business support role.  

• Experience managing multiple demands and conflicting deadlines 

• Demonstrated customer centric ethos 

• Experience in organising events would be an advantage 

 

Knowledge  

• Understanding of the importance of representing an organisation 

• Understanding of standard office administration systems and processes  

• Demonstrated competence in the use of Microsoft Office applications including MS Outlook, 
Word, PowerPoint, and Excel. 

 

Skills and Attributes 

• Ability to work collectively with other support team members 

• Able to build and maintain relationships with a wide variety of people  

• Excellent verbal, written and interpersonal communications skills with ability to communicate via 
a mix of writing styles to suit different audiences.  

• Strong attention to detail and organisational skills – proven strengths in assessing and prioritising 
conflicting demands in a busy environment  

• Able to act with a high level of integrity and professionalism 

• Ability to maintain confidentiality and discretion 

• Able to work independently and leverage self-management skills to set own work priorities to 
meet deadlines 

• Can work with ambiguity and change and manage stressful situations 

• Computer literate - proficient in Microsoft office suite particularly Microsoft Excel 

• Demonstrated commitment to the principles of te Tiriti o Waitangi and commitment to developing 
own capability in Te Reo Māori  

• Good analytical and judgement skills. 

 


