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Reporting to:
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About FMG

Formed by farmers for farmers over a century ago, FMG is New Zealand’s leading rural insurer providing risk advice and insurance solutions for farmers, growers, commercial businesses, the lifestyle sector and residential clients.

We’re proudly 100% New Zealand owned and operated, and our focus is on helping our clients to achieve their goals.  As a mutual organisation, we’re all about giving rural New Zealanders a better deal, and part of this involves reinvesting all profits back into the business to keep premiums low and ensure the future sustainability of the organisation.



FMG’s Values

The FMG brand represents promises about what clients can expect from us and each of us is responsible for delivering on these promises.  Living our company values means we deliver the best brand experience for our clients.  Our company values are:

	· Do what's right - Whāia te ara tika
	· Make it happen - Whakatutukitia

	· We're in it together - Ko tātau tātau
	· Proud of who we are - Whakahīhī i te whakapapa




Work Environment

We strive to provide an environment that promotes and fosters achievement. We place importance on career development and training to give our people the tools they need to succeed.
The Palmerston North Office Management team meets the extensive office and facilities related needs of a nationwide organisation.  Based at and primarily servicing the needs of our Palmerston North office, you will enjoy a busy, pro-active and responsive customer-service focused environment.



Purpose of the role
This role is an active member of the Palmerston North Office Management team, reporting to the Office Manager, providing responsive and forward-thinking coordination assistance to FMG House and facilities administration for all offices through-out the country.  This role also works with the team to look for ways to improve FMG business processes.

Key Responsibilities
	Area
	Responsibilities

	Reception & Customer Service
	· Provide professional and efficient frontline service by ensuring that reception is attended at all times and the reception area is always tidy and clean.
· Greet all visitors, clients, contractors and suppliers with a friendly welcome to FMG House and ensure all health and safety procedures are followed

	FMG House Facilities Administration
	· Contribute to the effective functioning of FMG House through the accurate, timely and efficient completion of allocated coordination duties, including (but not limited to):

· Coordinating inward and outward deliveries
· Receiving and distributing mail
· Coordinating the utility areas and supplies
· Maintaining order of the coffee machine, kitchen areas, and shared areas 
· Maintaining meeting rooms, bookings and pre and post support for these meetings

· Arrange catering for meetings, social events and head of station events

· Maintaining stationery consumables, office equipment ordering and distribution
· Assist the Facilities Management team with facilities and property related needs for FMG House

· Coordinating contractors whilst on site 
· Supporting the gone no address mail administration, updating and distribution 
· Support head of station events and initiatives

· Support to organise and maintain security swipe cards and access to the building

	Nationwide Facilities Administration
	· Maintain stationery consumables, office equipment ordering and distribution for our 30 offices nationwide
· Provide support in reviewing and coding all nationwide facilities invoices, including enquiry into overdue invoices and resolution with the Financial Management team 

	Facilities Management Team Participation
	· Participate fully as a member of the PN Office Management team, through the effective and efficient performing of other duties as may be required from time to time   
· Suggest areas for improvement within the team’s business processes

	FMG Values
	· To promote the “FMG Way” through displaying the values of FMG which are do what’s right, make it happen, we’re in it together and proud of who we are

	Wellbeing and Safety


	· Comply with wellbeing and safety policy and procedures, including accident and incident reporting and hazard management requirements
· Actively contribute to ensuring the building meets all Wellbeing & Safety requirements
· Support employees, clients, visitors, contractors, suppliers, building and property managers of the wellbeing and safety policy and procedures, while in the office
· In the event of an evacuation, ensure all clients, visitors, contractors, and suppliers have been safely evacuated by coordinating with who they have come to see
· Works in a safe manner at all times and does not undertake activities without appropriate training


	COMPETENCIES

	*see competency framework for behaviours expected at each level
	Expected Level

	Client Driven (Internal & External)

A commitment to understanding the needs and best interests of both internal and external clients, in order to provide them with outstanding customer service and help them to make informed decisions.
	Intermediate*

	Accountability

Taking personal ownership of decisions, behaviour, and development, and being responsible for how these actions impact on the wider organisation and clients.  
	Intermediate*

	Adaptability

Demonstrating a willingness to engage in a changing environment and being flexible and comfortable working with change.
	Competent*

	Motivation and Drive

The determination to achieve goals and strive for excellence.
	Competent*

	Relationship Building

Developing and maintaining positive, professional relationships that are built on mutual trust and respect.
	Competent*

	Team Work

Making a positive contribution to the FMG team and collaborating effectively with others to achieve objectives. 
	Competent*

	KNOWLEDGE

	Specialist Knowledge
	Knowledge of basic administration activities and processes

	Experience
	Proven reception/administration experience and intermediate Microsoft Office skills

	Business Awareness
	Understands the internal workings of FMG and how the business works

	Systems
	Is knowledgeable of relevant systems and technology required for administration and providing support to the business 

	Team Awareness
	Understands the team and their capabilities to ensure the effective allocation of tasks

	Self-Awareness
	Has self-awareness in order to know own limits and leverage the support of others


	SKILLS

	Verbal Communications Skills
	Speaks clearly and concisely in everyday conversations with a variety of stakeholders e.g. clients, visitors, contractors and suppliers

	Listening Skills
	Demonstrates active listening skills through eye contact, paraphrasing, appropriate body language and checking of understanding

	Written Communication
	Able to write clear and concise communications and emails to a high standard, with the appropriate manner and style for a wide range of audiences


Relationships
	External
	Internal
	Committees/Groups

	· FMG Clients & Visitors

· Contractors & Suppliers
· Property Managers
· Building Managers
· External Groups
	· All FMG Employees
· Marketing

· Financial Management
· Board of Directors

· ELT

· HOS

· SOCs

· PAs
	· As required
· Wellbeing & Safety

· Social Club




Financial Authority Levels

· No authority to approve or commit expenditure
Human Resources Authority Levels

· Not applicable


Agreement
I agree to the outline of the role as contained in this document and recognise that the contents may need to be amended from time to time to reflect changing business requirements.

I as Job holder, allow my Manager to gather information from third parties where necessary for the purposes of performance management.
Name: 
Date:

Signature:
Position Description
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