
Position description 

POSITION 

Unit 

Responsible to 

Background 

KEY RESPONSIBILITIES 

Administrator 

 

Unit Leader 

• NORTHERN 

A HEALTH SCHOOL 

T � 

- �aMireoa0te 

Northern Health School provides education to students while 

they are too unwell to attend their regular school. Teaching 

occurs at the school unit, in hospital settings both in wards 

and/or classrooms, and/or within the community, supporting 

students with high health needs. 

The unit administrator supports the delivery of education services 

to these students by providing administrative support to the unit 

leader and the unit teaching staff. 

The below listed responsibilities are the key responsibilities that 

an administrator may be asked to undertake. 

Key tasks Indicators 

To manage the Unit accounts 

and resources. 

To provide support to 

teachers and unit leader on 

school records. 

To manage NHS funded 

transport 

Administration/ 

• Stock levels monitored and resources/stationery ordered.

• Efficient and timely processing of invoices and purchase

orders, sending them through to NHS accounts.

• Managing payments and receipts, balancing when necessary

and proving hard copy receipts to accountant for

reimbursement

• Any other tasks as they arise relating to resources including

filing, photocopying, laminating, organising, recording,

producing resources, storage and budget reconciliation

• Te Kura results data is collated and NCEA standards tracked.

• Student medical certificates tracked and teachers alerted

regarding their expiry dates.

• Student information files compiled.

• Monitoring of sustainability data.

• Taxi bookings (SESTA) organised for all approved student

transport requests.
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