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	TITLE:
	SHARED SERVICES ADMINISTRATOR

	LOCATION:
	[bookmark: Ōrua_Paeroa_Campus_]Ōrua Paeroa Campus
Avonside Girls’ High School and Shirley Boys’ High School
209 Travis Road, Christchurch

	EMPLOYER: REPORTS TO:
	Avonside Girls’ High School
Shared Services Facilities Manager

	BUSINESS GROUP:
	Shared Services

	SALARY GRADE HRS:





 Tenure:
	(Admin. Grade 4) – Support Staff in Schools’ Collective Agreement
Part-time – 20hrs a week Monday to Friday, term time only.
Monday 8am – midday, Tuesday – Friday 10.00am to 2.00pm 
Downer operations meeting is on Tuesday’s.
School holiday hours end of year (EOY) a week after school finishes and start of year (SOY) a week before school starts by negotiation

Permanent 

	DATE:
	February 2026



[bookmark: Business_Unit_purpose]BUSINESS UNIT PURPOSE
The Shared Support Services function is responsible for the delivery of business services to both schools, including ICT, finance, payroll, property, reprographics, shared facilities bookings, Health & Safety (H&S), first aid, and library services. The function is positioned as an internal service provider for both schools, providing shared resourcing and end to end accountability for business services, aligned to the objectives of each school. A key objective of the function is to work collaboratively across the schools to determine priorities and develop integrated solutions that are best for the schools and the campus.

[bookmark: Purpose_of_the_position]PURPOSE OF THE POSITION
The purpose of this position is to coordinate the shared bookings calendar, events coordination and supporting reprographics services for both schools. Reporting to the Shared Services Facilities Manager, the position provides operational shared support services, in line with the service level agreement and strategic objectives of both schools.

GENERAL
Your general duties include those outlined in this position description and may be reviewed and updated from time to time in consultation with you. You will also be required to undertake any other duties that are within your ability to perform, if asked to do so.
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	KEY AREAS OF ACCOUNTABILITY

	STRATEGY AND BUSINESS PLANNING
	Assist the Facilities and Events Manager with;
· The ongoing development and implementation of Gonogo software record both schools Health & Safety management, managing infrastructure property projects, service request notifications to facilities management provider (Downer), and coordinate the bookings for shared spaces.
· Develop streamlined internal bookings procedures that meet the needs of both schools, through the continued development of the shared booking software “Booked” and “Gonogo”. 
· Coordinating with the facilities management company (Downer) and each school to ensure successful event management planning.

	FACILITIES AND OPERATIONAL MANAGEMENT Bookings & reprographics









FINANCIAL MANAGEMENT
	· Receive requests to book spaces and resources logging these onto the calendars and log the booking and set up requirements with service provider.
· Meet with each school’s Operational Deputy Principal regularly to coordinate event dates and set up requirements.
· Assist with the administration of bank of hours.
· Attend weekly Downer operational meetings to liaise re shared room bookings and set up.
· Ensure that any missing, unclear, or unconfirmed events are followed-up promptly, preventing scheduling clashes and last-minute changes.
· Maintain a relationship with external service contracts providing support to both schools. These include AOG (All of government), café, and 3rd party hire casual and long-term agreements.  
· Provide reprographics services, monitor supplies and coordinate bulk paper ordering.
· Reconcile reprographics usage and provide reports to each school monthly. 
· Provide timely reports, statistics, and other information necessary for the effective management of reprographics.

	HEALTH & SAFETY (H&S)

RELATIONSHIP MANAGEMENT




TECHNOLOGY
	· Support the implementation of H&S policies and procedures, to ensure that the methodologies and systems used are in accordance with school and regulatory policies.
· Act as a liaison between assigned area and various internal and external parties for the purpose of providing excellent customer service and representing the schools in a professional manner.
· Value the contribution all staff make to the efficient operation of the school.
· Always maintain confidentiality.

· The role requires confidence with technology and maintaining strong IT skills in a variety of education specific software packages as well as a good working knowledge of Microsoft 365 including Outlook Calendar scheduling, Papercut and Adobe.                      
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