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Coordinator 
 

About us 

Everything we do relies on water. From brushing our teeth, running factories, having a 

swim or making a cuppa – water is at the heart of daily life. In te ao Maaori, waiora is 

the lifeforce, wai is taonga, and the awa is an ancestor. Water is the backbone of our 

communities and civic infrastructure.  

Life runs on water. Our job is to keep that water flowing. 

We’re owned by Hamilton City and Waikato District Councils and grounded in 

partnership with Waikato-Tainui. By working together, we combine resources and 

know-how to run more efficiently and meet our communities growing needs. 

About the position 

Our purpose is to care for wai as taonga – sustaining life and safeguarding water for 

future generations. This role plays an important role for IAWAI. 
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What you will do  

The Governance Coordinator provides high-quality 

administrative, coordination, and workflow support 

to the Office of the Chief Executive and 

Governance, ensuring the effective and efficient 

operation of governance processes across IAWAI. 

Reporting to the Executive Director – Governance 

& Government Relations, this role is responsible for 

coordinating Board and Committee activities, 

supporting governance administration, and 

maintaining accurate and timely information flow 

across the organisation. The role acts as a central 

coordination point for governance processes, 

documentation, and requests including LGOIMA 

coordination. 

This role also provides flexible administrative and 

coordination support to the wider governance 

function, ensuring deadlines are met and 

governance operations run smoothly. 

Reports to Executive Director – 
Governance & 
Government 
Relations 

Responsible for 
(total number of 
staff) 

None 

Delegation $ 

Budget $ 

 

Key responsibilities 

Some of the key responsibilities for this role 

include: 

• Coordinate Board and Committee meetings 

including scheduling, logistics, and technology 

setup (MS Teams/Zoom). 

• Prepare and distribute agendas, papers, and 

meeting materials in a timely and accurate 

manner. 

• Take minutes, track actions, and maintain 

accurate governance records and decision 

logs. 

• Support Board and Committee workflow 

processes including annual work programmes 

and governance calendars. 

• Maintain document management systems, 

version control, and ensure governance records 

are complete and accessible. 

• Act as a central coordination point for incoming 

governance-related requests and information 

flows. 

• Coordinate and support LGOIMA requests, 

including tracking, collation, and timely 

responses. 

• Provide administrative support to governance 

reporting and Board paper development 

processes. 

• Liaise with internal teams and external 

stakeholders to support smooth governance 

operations. 

• Support financial processing functions such as 

invoices, expenses, and basic purchasing 

where required. 

• Identify and contribute to improvements in 

governance administrative processes and 

systems. 

• Provide flexible administrative support across 

the governance function as required. 

How you will do this 

Our team culture is critical to our success. It’s vital 

everyone who joins our team is an ambassador for 

our values, so together we can drive the best 

possible outcomes for our community. 

Your mindset, skills, knowledge, and 

experience  

You actively work at being the ‘best version of you’ 

and your mindset and behaviours have a positive 

impact on others.   
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You bring to the role  

• A minimum of 3 years’ experience in 

administration, coordination, or executive 

support roles. 

• Strong experience supporting senior leaders or 

working in a large or complex organisation 

(preferred). 

• Relevant qualification in business administration 

or equivalent practical experience. 

• Strong organisational and time management 

skills with the ability to manage competing 

priorities. 

• High level of proficiency in Microsoft Office 

(Word, Outlook, Excel) and video conferencing 

tools (MS Teams, Zoom). 

• Strong attention to detail and commitment to 

accuracy in governance documentation. 

• Ability to build strong working relationships 

across internal teams and external stakeholders. 

• Sound written and verbal communication skills. 

• Familiarity with financial processing (invoices, 

expenses) advantageous. 

• Experience with communications support or 

social media monitoring is an advantage. 

• Flexible, proactive, and able to work in a fast-

paced and evolving environment. 

• Demonstrated discretion, confidentiality, and 

professional judgement. 

 

Health, safety and wellbeing 

All of our people have a responsibility for their own 

and others health and safety.  This includes 

following all health and safety policies and 

procedures, including reporting events and hazards, 

and participating in health, safety and wellbeing 

programmes and initiatives as required. 

 

 

Civil Defence 

Completes Civil Defence training and participates 

in events as required. 

Note: This position description is a broad outline 

of the key activities and responsibilities for this 

role. Key responsibilities may vary from time-to-

time, at the request of the manager, to 

accommodate the operational needs of the team. 
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