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Executive Assistant to DCE People, Culture and Capability 

  

This position description is designed to give an overview of the type of work and performance required for this 
role and may include other duties as required.  
 

Who we are as an organisation and what we’re about 
Everything we do is related to the achieving ‘safe and secure skies to help New Zealand fly’. 
Our success in this is simple: we want everyone to:  

Feel safe - people’s choice to participate in the aviation system is not limited by 
perception of unsafe practices.  

Be safe – fewer people die or sustain injury while participating in the aviation system.  

The whole organisation is working towards: 

Improved aviation sector safety – we target areas of risk in the aviation system and work 
to diminish these risks, improving the overall safety of the system.  

Effective and efficient security services – we effectively identify and mitigate security 
threats while making sure passengers and goods can travel smoothly.  

A vibrant aviation system – we want an aviation system that makes a strong contribution 
to the wellbeing of New Zealanders, through enabling quality of life and supporting a 
strong economy.  

 
 

Scope 

Reports to:  Deputy Chief Executive (DCE) People, Culture and Capability 

Groups:  People, Culture and Capability 

Location:  National Office, Wellington 

Role Overview 

You’ll be the critical right hand to our Deputy Chief Executive (DCE) for People, Culture and 
Capability. 

As her Executive Assistant, you’ll keep the wheels running smoothly in a very busy team. 
You’ll be working closely with our other Executive Assistants, and sometimes our other DCEs, 
and you’ll be providing them all with high-quality, accurate, timely, and professional 
assistance at a senior level. 

The role carries all the key elements of an executive sssistant role, including managing your 
DCE’s diary, managing competing demands, filing, and managing documents and executive 
papers. There’s also an opportunity to develop and grow in understanding how human 
resources works, through participating in projects making changes to our HR team.  



Position Description 
 

Executive Assistant to DCE People, Culture & Capability and Corporate Services – June 2022 Page 2  
 

While EA experience is desirable, this role would suit a candidate with excellent team 
administration experience who is looking for an opportunity to step up.  

 

Core responsibilities 
• Effectively manage the DCE’s time and commitments, so she can undertake strategic 

planning and meet her performance objectives. 
• Use your initiative to keep your DCE informed about competing demands on her time 

and attention. 
• Support your DCE by managing her diary, and coordinating her meetings and travel. 
• Assist with communications to internal and external stakeholders, preparing drafts, and 

proofreading communication material. 
• Coordinate and arrange all aspects of People Leadership Team meetings, workshops, and 

business planning which may include providing agendas, meeting papers, and minute-
taking. 

• Provide secretarial support for other governance meetings as required. 
• Liaise with the People Team to support the timely delivery of papers and material for 

Executive Management Team, Authority Leadership Team and the Board, as well as 
external correspondence – proofreading ahead of finalisation and publication.  

• Prepare and produce documents, minutes, briefing papers, reports, and presentations as 
required. 

• Provide administrative support for the management of the People, Culture and 
Capability Group budget. 

• Coordinate information for the Minister’s report and provide it to the Authority’s Policy 
team in line with due dates. 

• Ensure all documentation is recorded, maintained, and stored to comply with applicable 
policy and legislation. 

• Actively seek out opportunities to improve efficiency in, and quality of, processes, 
procedures, and documents used throughout the People, Culture and Capability Group. 

• Maintain collaborative, positive relationships with other EAs and support staff. 
• Carry out work and conduct interpersonal relationships in a way that supports the 

Authority’s commitment to the principles of equal employment opportunities and the 
Treaty of Waitangi. 

• Contribute to, maintain knowledge of, and practise health and safety processes and 
initiatives. 

• Be available to cover the role of other EAs as and when required. 
 

What we want from you 
• All correspondence is professional and concise, and deadlines for responses are met. 
• All internal and external stakeholders receive accurate, courteous, and effective service 

that meets their needs. 
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• Administrative support provided to your DCE is timely, informative, and allows her to 
focus on her core work and what she has to deliver. 

• The DCE’s diary functions efficiently and priorities are met. 
• The DCE receives all relevant information so she can make decisions in a timely manner. 
• The DCE is fully prepared for internal and external meetings, and you have provided all 

related correspondence, agendas and papers. 
• Meetings are planned, accommodating the best use of time, and taking into account 

practicalities like the time needed to travel from one meeting to the next. Collaborating 
with other EAs and support staff, ensure meetings are well-organised and appropriately 
resourced. 

• Proactive and regular follow-ups are undertaken with everyone who directly reports to 
your DCE, to make sure all reporting deadlines are met. 

• Resources are available to ensure the office runs smoothly and in line with the 
Authority’s values. 

• Staff participation in, and contribution to, workplace health and wellbeing is achieved. 

Skills and experience to be successful 

• Proven experience in an Executive Assistant or senior administrative role in a large 
organisation. 

• Excellent diary management skills, including the coordination and secretarial support of 
executive meetings.  

• Excellent and confident interpersonal, oral, and written communication skills, and the 
capacity to manage relationships at all levels.  

• High level of organisational and planning skills, particularly the ability to schedule 
activities in collaboration with others. 

• Advanced skills in Microsoft Office Suite including Outlook, Word, Excel, Visio and Power 
Point. 

• Strong motivation, with the ability to work with minimal supervision, and the flexibility 
to handle changes and re-prioritise work. 

• Ability to exercise good judgement, apply critical thinking, and make sound decisions. 
• Demonstrated ability to build constructive relationships with external stakeholders, and 

internally across all parts of the organisation.  

• Able to be a effective conduit between the DCE, the people who report directly to her, 
and the wider organisation. 



Position Description 
 

Executive Assistant to DCE People, Culture & Capability and Corporate Services – June 2022 Page 4  
 

Appendix 1: Core competencies 

Quality decision-making –  
Making good and timely 
decisions that keep the 
organisation moving forward 

• Makes sound decisions, and uses initiative even in the 
absence of complete information 

• Relies on a mixture of analysis, wisdom, experience, 
and judgment when making decisions 

• Considers all relevant factors and uses appropriate 
decision-making criteria and principles 

Interpersonal savvy –  
Relating openly and comfortably 
with diverse groups of people 

• Relates comfortably with people across all levels, 
functions, cultures, and geography 

• Acts with diplomacy and tact 
• Builds rapport in an open, friendly, and accepting way 
• Builds constructive relationships with people both 

similar and different to self 
• Picks up on interpersonal group dynamics 
• Demonstrates absolute discretion and maintains 

confidentiality 
• Demonstrates adaptability, collegiality, and 

resourcefulness  
• Shows empathy and perseverance 

Manages ambiguity –  
Operating effectively, even 
when things are not certain, or 
the way forward is not clear 

• Deals comfortably with the uncertainty of change 
• Can decide and act without total picture 
• Effectively handles risk 
• Is calm and productive, even when things are up in the 

air 
• Deals constructively with problems that do not have 

clear solutions or outcomes 

Communicates effectively – 
Developing and delivering multi-
mode communications that 
convey a clear understanding of 
the unique needs of different 
audiences 
 

 

 

 

 

• Is effective in a variety of communication settings: 
one-on-one, small, and large groups, or among diverse 
styles and position levels 

• Attentively listens to others 
• Adjusts to fit the audience and the message 
• Provides timely and helpful information to others 

across the organisation 
• Encourages the open expression of diverse ideas and 

opinions 
• Builds and maintains effective relationships with key 

internal and external stakeholders 
• Is open to having constructive, honest and respectful 

conversations.  Will challenge respectfully when it’s 
appropriate.  

Cultivates innovation –  • Comes up with useful ideas that are new, better, or 
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Creating new and better ways 
for the organisation to be 
successful 

unique 
• Introduces new ways of looking at problems 
• Can take a creative idea and put it into practice 
• Encourages diverse thinking to promote and nurture 

innovation 

Manages complexity –  
Making sense of complex, high 
quality, and sometimes 
contradictory information to 
effectively solve problems 
options 

• Asks the right questions to accurately analyse 
situations 

• Acquires data from multiple and diverse sources when 
solving problems 

• Uncovers root causes to difficult problems  
• Evaluates the pros and cons, risks, and benefits of 

different solution options 

Optimises work processes – 
Knowing the most effective and 
efficient processes to get things 
done, with a focus on 
continuous improvement 

• Identifies and creates the processes necessary to get 
work done 

• Separates and combines activities into an efficient 
workflow 

• Designs processes and procedures that allow 
managing from a distance 

• Seeks ways to improve processes, from small tweaks 
to complete reengineering 
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