
JOB DESCRIPTION
Local Body Campaign Administrator

Green Party of Aotearoa New Zealand

Location: Green Party Wellington office

Reports to: Campaign Manager

Hours: Full-time, 40 hours per week

Term: Fixed Term: 1 September 2022 - 2 weeks after the general election, 2023

Salary Band: $56,192.00 - 71,942.00 (based on collective agreement payscale)

The Organisation
The Green Party of Aotearoa New Zealand (www.greens.org.nz) is a principles-based political
party. These principles are expressed in its founding Charter, which includes commitment to
Te Tiriti o Waitangi. The Party's operations are largely voluntary and supported by a small
number of highly committed paid staff. The Green Party is proactively looking to hire Māori
and Pasifika candidates and is committed to equal employment opportunities.

Purpose and Responsibilities

This is a fixed-term role supporting the Party in the lead up to and during the 2023 general

election.

The Campaign Administrator role supports the Campaign Manager in tasks related to, and

not limited to, the General Election Campaign. Other tasks may include support for the

Green Party Office operations.

The working hours are 40 hours per week. The member-driven nature of the organisation
means that the Campaign Administrator will need to be available during some evenings and
weekends. Out of hours work will intensify in the weeks before the general election. If the
employer has asked, and the employee agrees to work more than their usual hours of work
in a week, the employee will get time off in lieu.

The Campaign Administrator is responsible for the following:

Key Responsibilities Including but not limited to…
Campaign Events Support ● Supporting event planning and delivery for the

candidate conference in February 2023,
including:

● Venue liaison
● Support for registrations
● Assisting presenters at the conference,

including travel arrangements
Campaign Travel Coordination ● Assisting with staff travel arrangements for



training and other visits across the country.
Coordination and distribution of
print materials

● Coordinating print runs for centrally organised
collateral and distribution across the country.

Assisting with Internal
Communications

● Compiling content from the campaign team
for regular newsletters to campaigners and
candidates across the country.

● Ensuring candidates and campaign teams have
access to training and resources provided by
the Party, including formatting and promoting
documents and booking Zoom calls for
training events.

● Triaging campaign related emails to ensure
they are answered by the correct staff
member

Administrative Support for
Candidates

● Ensuring a user friendly system is in place for
candidates to keep good records of their
advertising expenditure (including images of
collateral and receipts).

Support for the Campaign Manager
and Party Secretary in the campaign
space, where necessary

● Providing administrative support to the Party
Secretary and Campaign Manager in the
campaign space where needed.

Contribute to a positive working
environment

● Completing further Party Office work as
agreed with other staff, subject to capacity

● Developing and maintaining effective working
relationships with peers and colleagues.

Accountability:

The Campaign Administrator reports to the Campaign Manager. This supervision may be
delegated to other staff in the event of absence, the creation of a relevant senior position, or
restructuring.

Management Responsibility/Direct Reports:

This position is not expected to have any direct reports.

Key Relationships:

The Campaign Administrator will work closely with the following:
● Campaign Manager
● General Manager/Party Secretary
● General Election 2023 Campaign Committee
● General Election Candidates and their Campaign Managers
● Party Office Holders
● Other Green Party Staff

Other key contacts include:
● Local Campaign Teams, particularly those involved in printing logistics



The Campaign Administrator will maintain positive working relationships with members and
volunteers.

Performance criteria

The Campaign Administrator is performing well when:
● The specific tasks and performance indicators within the agreed work plan are met

(as negotiated with the Campaign Manager).
● Local campaign teams and volunteers receive the communication and resources

necessary to campaign effectively.
● Positive relationships are maintained with campaign staff and volunteers.

Person Specification

Essential Skills and Experience

• Proven commitment to Te Tiriti o Waitangi
• Project and event management and delivery under pressure and to tight deadlines

• Volunteer organisation and management

• Good rapport with people and excellent communication skills.

• Ability to use online database tools

• Good working knowledge of GSuite, social media, MSWord, Excel and PowerPoint or
open-source equivalents

• Proven resilience when working under pressure

Desirable Skills and Experience

• Past work in the Green Party of Aotearoa New Zealand or other international Green
Parties

• Past experience using NationBuilder
• Past experience using Blackbaud Raiser's Edge or similar

Competencies

Awareness and appreciation of Green Party culture and values
Is a champion of the Green Party's vision, and actively demonstrates their commitment to
our kaupapa. This competency is demonstrated by the following:

• Has a commitment to Te Tiriti of Waitangi
• Has well-developed views about the issues the Green Party works on
• Believes in the party's vision and can articulate the meaning of the party's charter
• Develops ways for the charter to function at an operational level (i.e. in the national

office and when engaging with members)

Political awareness



Understands the context within which the Green Party operates, and manages themselves
appropriately. This competency is demonstrated by the following:

• Understands the structure of the party, and that there are rules they must follow
(legislative and constitutional)

• Understands the difference between governance and operational roles, and respects
the decisions of others

• Upholds democracy and the party's consensus-based decision-making model
• Understands and can operate within their own delegated authority

Self-management
Has a variety of tools and strategies that enable them to effectively deliver expected
outcomes. This competency is demonstrated by the following:

• Can anticipate what might happen next, know what problems might arise, and be
aware of deadlines

• Prioritises workload to ensure the most essential projects/items are dealt with in a
timely manner

• Is self-aware and seeks out feedback and opportunities for development
• Able to work by themselves and as part of a team
• Knows their own limitations, and seeks support to manage these
• Can work under pressure (e.g. during elections)

Building effective relationships
Is committed to serving party members and providing a positive experience to other
members of the public that contact the Green Party office. This competency is
demonstrated by the following:

• Is positive and welcoming to members and non-members contacting the Green
Party.

• Demonstrates a high degree of tact and empathy when communicating with others.
• Attempts to resolve queries in a timely and effective manner.
• Understands the perspectives of others, and successfully builds outcomes that

include the needs and aspirations of others.

Leadership
A champion of the Green Party's vision and values, who makes appropriate day-to-day
decisions with regard to the strategic direction of the party. This competency is
demonstrated by the following:

● Demonstrates a variety of leadership approaches, and is able to switch between
these based on the setting and context.

● Aware of, and appropriately navigates, risks to the party.
● Manages conflict in a way that results in the best outcome for the party, and where

possible enables a win-win outcome for individuals involved.
● Is positive and looks for solutions to optimise outcomes for the party when problems

arise.
● Can cope with ambiguity, change, and uncertainty.
● Seeks advice from others, and is someone people approach for advice.

All party staff need to

● Demonstrate a high degree of integrity and trustworthiness.



● Treat confidential information with sensitivity and caution.
● Be positive and friendly towards others, including those people who might be very

different from them.
● Demonstrate a commitment to excellence

Confidentiality:

The Campaign Administrator must maintain appropriate confidentiality in all aspects of their
duties. All Party staff and contractors are required to sign a confidentiality agreement.

EEO:

The Green Party is committed to equal employment opportunities. We acknowledge the
challenges of applying especially for young, disabled, LGBTIQA+, women and/or people of
colour. We are happy to have a conversation about how we can support your application.


