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	POSITION DESCRIPTION

	Job Title: Data Administrator

	Department: VLS

	Location: VLS – Te Puke

	Reports to: Data Team Lead


	ROLE OBJECTIVE

	
The core objective of this role is to manage and maintain the Seeka Caboodle database; the role also provides professional and quality administration duties for the laboratory which includes assistance with any daily operational requirements of the lab. 
Due to the seasonal demands within the wider business there will be requirements to work within the team to test and report data which involves weekend and night work with extended hours during the season.


	KEY RESPONSIBILITY: Database Administration

	
DUTIES
· Manage and maintain databases information including but not limited to caboodle, ensuring all information is loaded correctly and in a timely manner.
· Provide analysis of data from the databases as required.
· Work with CRM’s and Orchard Division to maintain correct grower information 
· Manage mapping within Manifold program
· Assist with the preparation of various reports, research, correspondence and documents.
· Operational knowledge and use Laboratory Information Systems and Database
· Processing of Spray Diaries and clearance through Zespri if required
· To process results and data for programmes and projects where required.
· Performing testing according to documented procedures where required.
· To contribute to improvement ideas across the lab programme, operations and database improvements if required.
· Maintenance of documents and data management as applicable.
· Required to directly allocate and schedule work operationally to the Admin assistant on a task by task basis
· Regularly required to train or guide staff as part of the role ensuring there is a good understanding of the tasks allocated.

KEY MEASURABLES
· Assigned projects and implemented within agreed timeframes and outcomes meet expectations.
· Accurate entry of all data into the database and required formats
· Management of documentation is up to date and within required timeframes.
· Testing is carried out in an accurate and timely manner.
· Professional approach to clients and responses to requests/queries


	KEY RESPONSIBILITY: Laboratory Administration

	
DUTIES
· Provide full reception duties if required in the absence of Management Support
· General administration and result processing as required
· Any other duties as reasonably required

KEY MEASURABLES
· Shows willingness to assist with administration and reception duties as required
· Administrative tasks are completed accurately and within the given timeframe


	TECHNICAL KNOWLEDGE & EXPERIENCE REQUIRED

	
· Microsoft Office Suite: Advanced
· Data Analysis: Experience extracting useful information and translating it into actionable objectives
· Software/Technology: Previous experience using software and other computer based technology either in Seeka specific programmes or using a similar software platform
· Reporting: Experience producing accurate reports to set criteria
· Role specific knowledge: (insert here how many years’ experience in a similar role the candidate should ideally possess – helps determine t level of the role)
· Industry Knowledge: Experience working within kiwifruit, horticulture or primary industry
· Process Implementation: Experience implementing company process or policy
· Qualification: Insert relevant qualifications for the role


	PERSONAL ATTRIBUTES

	I
· Strong verbal and interpersonal skills: Able to communicate clearly and effectively and at the appropriate level with various types of people (i.e. with senior managers, colleagues and the public).
· Self-motivated/Self-managed/Self-starter: Has an underlying concern for doing things better. Is self-driven, self-motivated and enthusiastic.
· Analytical and conceptual thinking: Able to analyse and synthesise experience, observations and information to evaluate options and identify patterns and future possibilities.
· Flexible/Adaptive/Resilient: Able to shift strategies and accept other viewpoints. Adapts quickly and effectively to changing situations. Able to overcome disappointments and learn from the setbacks to bounce back. Able to adjust to unexpected change.
· Team player: Able to work effectively with others to achieve an optimal outcome. Able to interpret the feelings, unspoken concerns, desires, strengths and weaknesses of others.
· Organised/time management/prioritisation: Able to take an organised approach to all tasks in order to prioritise them according to the demands of the business




	SIGNED IN AGREEMENT

	
By signing this document, I have read, and agree to the requirements of the role as outlined in the position description above.  


                                                      Date:                     
Signed in agreement by the employee


                                                      Date:
Signed on behalf of Seeka Limited
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