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Administration Assistant Position Description
	Vision Statement

To be the best not for profit early childhood provider, in partnership with parents and community – recognising children as the heart of all we do.




	Position:

	Administration Assistant

	Responsible To:

	Chief Executive Officer

	Directly Reporting To:
	Head Teacher/Centre Manager

	Working Relationships With:
	Teaching Team, Professional Practice Managers, Children, Families, Whanau, Association Office Staff 


	Primary Objective :
	To assist the Head Teacher and Teaching team by effectively managing the office administration and thereby meeting CMKA Association Office, APT and Ministry of Education requirements at the Centre.


	Key Accountability:
	

	APT and Enrolment Administration

(training provided)
	· Data entry for APT software for all children and staff.
· Prepare daily, weekly and monthly reports relating to children and staff.
· Process new enrolments/update enrolments as required.
· Create weekly invoices for families and follow up on debtors according to Association procedure.
· Assisting with the preparation of monthly roll returns and all other statutory returns.
· Assisting with record keeping of child attendance and follow up signatures for sign in/sign out records and absence.
· Receipting all monies and banking according to Association procedure.

· Maintain Waiting List and keep rolls at licence number.
· Manage administrative induction of new children/parents in conjunction with the Head Teacher.
· Assisting families with WINZ childcare subsidy applications.

· Liaison with WINZ co-ordinators to monitor childcare subsidy applications, payments and renewal notices.

	Financial Administration
	· Processing supplier invoices ready for payment according to Association procedure.

· Petty Cash.

· Liaising with the Association on matters relevant to the financial administration of the kindergarten.

	General Administration
	· Collection of mail.

· Handling routine correspondence, emails, word processing, photocopying and filing.
· Assisting with other administrative duties that arise from time to time.
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