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Position Title:
Executive Assistant to CEO
Reports to:
Chief Executive Officer
Company:
Grasslanz Technology Limited
Client(s):
Chief Executive Officer, Grasslanz Managers, Grasslanz Board, internal and external customers
Definition of Business

Grasslanz Technology Limited (GTL), a subsidiary of AgResearch, is a plant and microbial technology provider that focuses on providing proprietary technologies for farmers. The company works with international investors and research organizations to develop innovative new products and establish partnerships with companies for commercialisation. GTL’s vision is to expand its forage and microbial technologies while embracing biotechnology opportunities. The company has several subsidiaries and joint ventures, including Grasslands Innovation Limited, MI8 Optics Limited, AgResearch USA Ltd, Grasslanz Technology Australia Pty Ltd, and Endophyte Innovation. The company has a turnover of approximately $12m per year. Employees have expertise in nucleus seed production, research project management, intellectual property management, contract management, product development management, and customer relationship management.
Position Scope and Purpose
It is expected that the Executive Assistant will work closely with the Chief Executive Officer and other Grasslanz Managers and will primarily focus on the needs of these individuals, assisting when appropriate other Grasslanz group staff.  Focussing on the key result areas set out below, the Executive Assistant will also develop and implement best practice and ensure consistent application of procedures within and across the group, also ensuring that they maximise the level of service they provide to clients and customers. The Executive Assistant requires a thorough knowledge of the business and is expected to be able to work independently with guidance as required from the Chief Executive Officer. The role requires a high level of tact and integrity due to the frequency of senior level internal and external communication and regular exposure to confidential information. It is expected that the Executive Assistant will perform a wide range of support duties that include administrative management and co-ordination, correspondence handling, information dissemination, document management and communication, liaison with external visitors, and special projects.

Key Liaisons

This position requires a close association with each member of the Grasslanz Technology Group, AgResearch EA/PAs, AgResearch Science Leaders and Directors, all AgResearch Support Services functions, and external stakeholders.

Key Accountability Areas

The Personal Assistant shall act within the following Key Result Areas.  Assessment of performance within these areas will be undertaken by the Chief Executive Officer throughout the year culminating in a performance review in July.  In addition to the six-monthly review, feedback on performance throughout the year can be either at the Personal Assistant’s request or as offered by the Chief Executive Officer.
Administrative Management & Co-ordination
· Collation of papers for key meetings - Grasslanz Board; Endophyte Innovation Governance etc.
· Administration support role for servicing Lincoln farm for AgResearch.
· Co-ordinate and book any travel and accommodation for the Chief Executive Officer and Grasslanz Managers.
· Manage Chief Executive Officer and Grasslanz Managers diaries and appointments as appropriate and in timely manner.
· Coordinates the preparation of monthly expense claims for the Chief Executive and managers.
· Ensures the Grasslanz admin supplies are maintained.
· Maintain up-to-date contractor management records
· Assists with purchasing queries and process orders as required.
· Assist Finance Manager with keeping current and historical accounting schedules up to date as and when required.  
· Planning and co-ordinate meetings including booking conference rooms, food and beverages.
· Oversight of the annual company conference organisation i.e. investigate appropriate locations to stay, book and liaise with the host etc
· Ensure meetings are set for times which best suit the needs of Grasslanz and minimises the impact on staff member’s/visitor’s time schedules.

· Take and draft minutes at relevant meetings for approval and dissemination to respective forums.
· Maintain group overview and co-ordination of support.  Provide back-up support to other staff members as needed to ensure service delivery is achieved.
· Liaises with the Board and Leadership team, stakeholders, staff, and external parties as required.
· Maintains confidentiality around sensitive and private information.
· Liaises with AgResearch administrative support employees to ensure an efficient and consistent service, providing support and back-up if priorities permit.

· Processes invoicing as requested by Finance Manager.

Information Management and Support
· Follow-up on all action points and where appropriate, ensure a response has been made.  The operation of a bring-up system will also be required.

· Central file and document management for the Chief Executive Officer and Grasslanz Managers.

Project Administration and Website Support
· Provide a full range of administrative support including, but not limited to, filing and records management, emailing, photocopying, reports, letters and presentation materials, agenda’s as and when required by the Chief Executive Officer

· Ensure that the Grasslanz Technology Customer Management system database is functional and kept up to date.
· Ensure that the Grasslanz Technology Website is kept up to date, e.g. up to date industry information, current press releases and other relevant information.
Organisational Objectives

· Applies principles of continuous improvement by taking ownership for identification, analysis and investigation of work-related matters with the intent to improve, manage compliance and initiate best practice in our place of work.

· Actively participates in and contributes to performance conversations and personal development.
· Takes responsibility for understanding and applying Grasslanz policy, processes, systems, and procedures on a daily basis.

Commits to accurate and timely information sharing and recordkeeping as per set organisational standards.

Health and Safety

· Applies current knowledge of the Grasslanz Health, Safety and Wellbeing Management policies, systems, and procedures, ensuring awareness of own responsibilities and the procedures to follow in relation to health and safety.

· Ensure office environment meets Health and Safety requirements.
· Identifies and reports any hazards, near misses or incidents as per prescribed policy and procedures.
· Demonstrates safe workplace behaviour by taking all practicable steps to ensure own and other’s safety in the workplace.
· Attends scheduled Health and Safety training and development initiatives on a regular basis.

Special Projects
· Undertake special projects for the Chief Executive Officer and Grasslanz Managers as required.
· Undertake continuous improvement projects as and when required
Person Specification
Chief Executive Officer and Grasslanz Manager’s Executive Assistant
The person best suited to this position will possess the following:

Education and Qualifications

· A minimum of five years’ experience in a similar position providing support to senior management.

· Full and valid NZ driver’s licence.
· Advanced knowledge in Microsoft office including Outlook, Word, Excel, PowerPoint and Sharepoint
Capabilities and Experience
· Interest in and knowledge of science and the pastoral industries would be an advantage 
· Ability to understand legislation/custom and practice/precedence as applicable to the position, e.g. Health and Safety

· Diplomacy with regard to Grasslanz and AgResearch and their business
· Understanding and commitment to Grasslanz and AgResearch’s business direction
· Strong attention to detail.

· Demonstrated ability to maintain awareness over a large number of activities.

· Genuine commitment to providing a confidential, quality and customer centric support service.

· Excellent organisational skills.

· Proven ability to cope under pressure and maintain a high level of discretion with a strong work discipline.

· Highly professional presentation and influencing style is required. 

· Outstanding English communication and written capabilities.

· Proven ability to process numbers and data accurately.

· Interest in and knowledge of pastoral industry would be an advantage.
Competencies

	Organisational wide competencies – these are the competencies determined by the organisation as critical to every role.

	Accountability
	Accepts responsibility for one’s actions regardless of outcomes.

	Caring About People
	Displays sensitivity towards the attitudes, feelings, or circumstances of others.

	Developing People
	Provides support, coaching, training, and career

direction to others.

	Integrity
	Acts honestly in accordance with moral or ethical principles

	Driving Results
	Accomplishes goals, completes tasks, and achieves results.

	Leveraging Diversity
	Respects and values individual differences to obtain a desired effect or result.

	Relationship Building 
	Develops collaborative relationships to facilitate current and future objectives.

	Self-Development 
	Actively acquires new knowledge and skills to remain current with and/or grow beyond job requirements.

	 Role based competencies – these are the competencies required to perform this role.

	Positive Attitude
	Displays a positive disposition towards work.

	Detail Focus
	Performs work with care, accuracy, and attention to detail.

	Flexibility
	Changes direction as appropriate based on new ideas, approaches, and strategies.

	Planning/organising
	Coordinates and directs activities to help achieve business objectives.

	Processing Information
	Gathers, organizes, and analyses diverse sources of information.

	Listening to Others
	Listens and restates the ideas and opinions of others to improve mutual understanding.

	Taking Initiative
	Acts without needing direction from others.

	Self-Management
	Demonstrates appropriate motivation, attitude, and self-control.
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