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· Takapuna
· Fun, modern working environment
· Permanent part time, with some flexibility around school holidays
Want to work within a fun and vibrant office environment with a growing company that really values its staff? This is a great role for a bubbly personality who thrives on creating structure and order, who is looking for an opportunity to take ownership of the smooth and efficient running of our office but needs to balance that with the needs of their family or part time study.
Reporting to our Event & Operations Manager, this is a busy role so you will need to be good at multi-tasking and dealing with different types of clients, internal and external, on a daily basis - all while keeping a smile on your face and helping create a fun and vibrant environment!
The position is part time 9.30am – 1.00pm, 5 days a week with some flexibility during the school/term holidays.
This is the kind of role that, once the successful applicant got established, could include responsibilities in other areas but general tasks would include (and not be limited to);
· Answering incoming phone calls/emails in a professional and timely manner
· Using our in-house database to enter bookings and keep accurate information
· Booking travel and accommodation for our team
· Printing & packaging materials for workshops, along with other administration aspects pre and post workshop
· Some accounts admin such as entering creditor data into MYOB, processing credit card payments, coding invoices
· Ordering and dealing with couriers, stationery suppliers, printers etc
· Point of contact for building maintenance
· Provide diary and general administrative assistance to Directors and Event & Operations Manager
· Making coffee and refreshments when needed and keeping kitchen tidy
To be successful in this role you will:
· Have superb customer service skills both face to face and over the phone
· Be proficient in the Microsoft suite including Word, Excel, PowerPoint and happy to learn and use our databases (Access)
· Be efficient, an expert planner and organised
· Take pride in your role and want to contribute to a successful team environment
If you love people contact and having everything ticking along smoothly, then this is the role for you! Please email a covering letter, CV and references (if available) to jobs@davidforman.co.nz  by Wednesday 1 February. No phone calls please.
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