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	Position:
	Programme Coordinator

	Reports to:
	Director

	Direct reports:
	nil

	Location:
	Wellington

	Employment type:
	Permanent full-time or part-time (either set days or reduced hours)


The External Reporting Board’s purpose is to promote trust in external reporting and assurance
The External Reporting Board (XRB) is an independent Crown entity responsible for setting New Zealand’s accounting, auditing and assurance, and climate‑related disclosure standards. We also issue non‑binding guidance to support sustainability and other non‑financial reporting.
Our purpose is to promote trust in external reporting and assurance, so investors, lenders, policymakers and the public can have confidence in the information that organisations report and use it to make informed decisions.
The XRB Board is responsible for the overall governance and strategic direction of the organisation, while standard‑setting decisions are delegated to three expert technical boards. The Chief Executive is responsible for the day-to-day management of the organisation. 
As Programme Coordinator, you will enable effective delivery across the technical team
The Programme Coordinators work within the three technical teams and form the ‘Programme Coordinator function’ led by the Programme Coordinator Manager. The role provides programme and stakeholder engagement planning and coordination. This role supports the Director and the wider team in administration and technical board support to enable efficient and effective delivery of the team’s work plans. 
The work you will do:
Programme planning coordination
· Use tools to record, monitor and report on project progress across the teams’ workplan. This includes making sure deliverables and deadlines are clearly communicated across the organisation, and that work is accurately recorded and reported for performance reporting purposes. Schedule regular meetings with team members to ensure their projects are up to date and fully scoped.
· Maintain the team's portfolio board and all associated workplan reporting from this board.
· Manage the team email account.
· Maintain records, including project databases and other team files; coordinate note-taking and minutes; and keep team calendars and central databases, including the performance register, consistent and up to date.
· Deliver the gazetting process for standards, including any requirements of the Parliamentary Counsel Office and Regulatory Standards Act. This includes uploading standards to the Standards Navigator.
Stakeholder engagement planning and coordination
· Manage scheduling and logistics for engagement activities, including coordinating briefing packs, agendas, run sheets and stakeholder feedback.
· Coordinate, track and report on stakeholder engagement activities, including meetings, webinars, external events and project governance activities.
· Project manage stakeholder and governance processes, including board papers and minutes relating to the Technical Board and other groups.
· Maintain stakeholder management lists.
Content creation
· Assist in writing external communications (e.g., drafting emails to external stakeholders and presentations for events).
· Assist in drafting and maintaining relevant web pages on the XRB website and the XRB intranet.
· Monitor media and coordinate environmental updates relevant to the team and Technical Board.
Administration and Technical Board support
Work with others, including Programme Coordinators and the Corporate Services team, as needed to:
· Manage travel arrangements for the technical team and board.
· Manage logistical arrangements for team and board meetings, including diary management, venue bookings and catering arrangements.
· Work with the team to prepare board agendas, papers and minutes, and publish them on the website.
Other
· [bookmark: _Hlk173416724]Work on cross-team projects, including technology and process enhancements.
· Perform any other administrative or project tasks as directed by the Director or Programme Coordinator Manager.
· Opportunity to grow with the team, for example, to contribute to the writing of guidance, standards, and other materials.
The experience you bring:
Relevant project/programme coordination experience.
Solid experience with Microsoft including Word, PowerPoint and Excel.
Experience with project/task management software and systems. 
Stakeholder engagement planning and coordination, e.g. managing online activities such as webinars and preparing communications materials.
Drafting content (e.g., presentations, memos, writing for websites). 

The attributes you possess:
· Highly detail-oriented, with an ability to keep track of multiple arrangements and follow tasks through to completion.
· Proactive, including a focus on process improvement.
· [bookmark: _Hlk176524863]Ability to influence more senior people to meet delivery deadlines and escalate as needed.
· Excellent organisational skills, including an ability to multitask, prioritise and meet requirements within defined timelines.
· Excellent verbal, written and interpersonal skills, with the ability to communicate well with external stakeholders.
· Willing to work in a team environment and respond in an agile manner to shifting needs and priorities.
· A focus on process improvement and adapting to new tools, such as Microsoft products and project/task management systems.
· A ‘can-do’ attitude and willingness to learn and upskill.
· A commitment to the ethos and values of the public sector, including individual ethical behaviour and value for money in the use of resources.
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