
New Zealand Golf 
www.golf.co.nz 

 
 

 
  

Executive Assistant 
POSITION OVERVIEW 

 
Title: Executive Assistant 

Reports To: Chief Executive  
EA Responsibilities: Chief Executive 

New Zealand Golf Board  
New Zealand Golf Staff 
District Associations 
Suppliers to New Zealand Golf 

Location: Remuera, Auckland 

 
Organisation Background 
New Zealand Golf is a not-for profit charitable trust established in 1910 as the governing body for golf in New 
Zealand responsible for leading, growing and supporting the game. Golf is the most played sport in New 
Zealand with over half a million Kiwis playing each year at one of the 390 clubs throughout the country. 
 
As a sector, golf employs over 2,000 people and contributes more than a billion dollars to the national 
economy each year. As a sport, golf makes a significant contribution to the health and wellbeing of its 
participants, increases the social connectivity of communities, and improves provides important education and 
life values outcomes for young people. 
 
New Zealand Golf is focused on inspiring increased participation in golf through a range of initiatives, 
programmes and support services.  
 
Purpose of Position 
The primary purpose of this Executive Assistant role is to provide timely, accurate and professional 
administrative support to the executive functions of the business. An additional focus is to lead the efficient 
and high performing management of the New Zealand Golf office environment. 
 
The ideal candidate will be a born organiser who likes a fast faced and busy environment. We are looking for 
that special person who can not only keep the organisation functioning at a high level but also be the glue that 
holds our people together. 
 
Key Responsibilities  
a) Providing administration and management support to the Chief Executive and Board. 
b) Proactively managing diary of the Chief Executive, arranging and planning as appropriate. 
c) Working with the Chairman and Chief Executive to organise, administer and deliver external events and 

key organisation meetings such as Board meetings, General Meetings and District Forum meetings. 
d) Arranging all travel and accommodation needs for the Board, Chief Executive and other NZG staff and 

representatives. 
e) General administrative, logistical, and clerical support to all areas of business where appropriate. 
f) Keeping staff and all other appropriate stakeholders briefed and informed where appropriate. 
g) Aiding with hosting guests and event management at internal and external events. 
h) Leading the management of the New Zealand Golf office including: 

- answering the phones, managing generic emails and administration of the NZG online shop. 
- organising mail/couriers/deliveries and onsite meetings. 
- ensuring the office is kept clean, tidy and presentable. 
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i) Management of the global New Zealand Golf calendar with events, meetings, and staff movements in 
and out of the organisation. 

j) Taking the daily lead for the organisation with regards to health, safety and wellbeing. 
k) Leading the internal management of IT and general technology requirements. 
 
 
Core Competencies 
 
Personal Qualities & Attributes: 
 
• Honesty and integrity, with high personal and professional standards. 
• A personal commitment to excellence. 
• Willingness to take ownership and be held accountable. 
• Ability to work with a diverse team and build successful working relationships. 
• Displays sound business judgment and decision-making capability. 
• Excellent communication skills, written and oral. 
• Strong customer service orientation. 
• Excellent people skills, able to adopt a variety of approaches to interact professionally with a variety of 

people and requests. 
• Excellent organisational skills, able to juggle conflicting priorities professionally and cope effectively under 

pressure situations. 
• Ability to resolve problems with a minimum of fuss or impact (lateral / forward thinker). 
• Awareness of confidential nature of material. 
 
 
Technical: 
 
• Advanced Microsoft Office knowledge. 
• High attention to detail, accuracy and task completion 
• Event management, travel industry and/or sports administration experience an advantage. 
• An ability to maintain a high level of efficiency and personal presentation. 
• An ability to work unsupervised. 
• An ability to adapt to a changing and busy environment. 
 


