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	TOURISM EXPORT COUNCIL OF NEW ZEALAND


Position Description
Business Support Executive  |  November 2026
	Item
	Detail

	Position title
	Business Support Executive (new position)

	Reports to
	Chief Executive

	Organisation
	Tourism Export Council of New Zealand (TECNZ)

	Location
	Wellington preferred. For the right person, remote working within New Zealand will be considered, with travel to Wellington and events essential.

	Hours
	Permanent part-time, 20 hours per week. Hours may increase over time as workflows are assessed and settle. Workload peaks February to August around the Board election, around quarterly Board meetings and TECNZ's major events (Trade Event in April) plus annual Tourism Awards (at conference).

	Salary band
	To be confirmed (pro-rata of the agreed full-time equivalent)

	Direct reports
	None

	Key relationships
	Chief Executive; Membership & Comms Executive; Events Executive; EventsAir contractor; Accountant (contract); Independent Board Secretary; YoungTEC Chair and committee; TECNZ Board; TECNZ members (ITOs, DMCs and Allied members); venues and travel suppliers


Purpose of the role
The Tourism Export Council of New Zealand is NZ’s leading private sector advisor and association on the international tourism sector. We have over 80 Inbound Tour Operators and 290 Allied (tourism supplier members). 
The Business Support Executive keeps TECNZ's core programmes and administration running smoothly. The role manages the administration of the annual Board election and AGM, arranges the quarterly Board meeting cycle and the Regional Workshops connected with Board meetings, leads YoungTEC administration, prepares the monthly member newsletter, and creates and refreshes the tools, templates and resources TECNZ provides to its members.
TECNZ is a small team with a large annual programme. The role exists to spread the load: it provides reliable administrative capability across the team (events and membership), supports YoungTEC, and assists the Chief Executive with projects. The Executive will work across all parts of the organisation and needs to be organised, digitally capable and a strong writer.
Key accountabilities
Board election and AGM administration  (approx. 15% of time across the year)
1. Administer the annual election of new Board members: notices, nominations, candidate information, voting process and results, in line with TECNZ's constitution
1. Prepare the Annual General Meeting (AGM), at which election results are confirmed: notices, agenda, papers and logistics
1. Maintain accurate records and ensure deadlines are met.


Board Meetings and Regional Workshop coordination  (approx. 15% of time across the year)
1. Arrange the quarterly Board meeting cycle: scheduling, travel and accommodation for Board member and staff, meeting venues, AV and catering
1. Arrange and administer the Regional Workshops aligned with Board meeting dates (two-three times per year), including venues, invitations and registrations
1. Liaise with the Independent Board Secretary
YoungTEC coordination (lead)  (approx. 15% of time across the year)
1. Lead administrative support for YoungTEC activities, working with the YoungTEC Chair and committee
1. Manage the YoungTEC election cycle each year
1. Assist with YoungTEC event logistics, communications and record keeping, including the YoungTEC database
1. Provide support and comms for YoungTEC National Events
Member support  (approx. 10% of time across the year)
1. Support the Membership & Comms Executive with engagement and follow-up, with calls, emails and feedback logged in HubSpot
1. Refer member issues and opportunities to the appropriate team member
1. Support general member enquiries alongside the Membership & Comms Executive
1. Support the Membership & Comms Executive with SHE Tourism Pre-Qual Health & Safety enquiries
Event Support
1. Provide administrative support to the Events Executive for the TECNZ Trade Event (April), Annual Conference (August), Xmas Symposium (December) and ITO Forum events
Tools, resources, templates and newsletters  (approx. 15% of time across the year)
1. Create, develop, refresh and rewrite TECNZ member tools and resources, including the Working with Trade publication, video content, and contract, commission and terms and conditions type resources
1. Prepare the monthly member newsletter, working with the Membership & Comms Executive on distribution
1. Create event and member collateral such as floorplans, signage, name badges, digital banners and advertisements
1. Develop relevant business templates for members and for TECNZ's internal use
1. Work with the Chief Executive on content accuracy and with the Membership & Comms Executive on design and distribution (Canva, website)
1. Keep the resource library current, well organised and easy for members to find
Policy manual and policy review cycle  (approx. 15% of time across the year)
1. Rewrite and maintain the TECNZ Policy manual
1. Maintain a policy review schedule; monitor when policies fall due for review and prepare them for the Board's consideration
1. Keep adopted policies filed, version-controlled and accessible to the team
Chief Executive project and business support  (approx. 15% of time across the year)
1. Provide business and administrative support to the Chief Executive on projects as they arise (research, formatting, proofreading, scheduling, document preparation)
1. New project: Tourism as a Career
1. Undertake general administration that keeps the office running
Person specification
Essential
1. Proven experience in administration, coordination or business support and marketing, ideally involving programmes or events with annual cycles and deadlines
1. Strong written communication skills: able to draft, edit and rewrite member-facing material and policies to a professional standard
1. Confident and warm communication style
1. Digitally capable and tech savvy: quick to learn new systems and confident working across Microsoft 365, including OneDrive and SharePoint (Outlook, Word, Excel, PowerPoint, Teams)
1. Highly organised, with strong attention to detail and the ability to manage several workstreams with competing deadlines
1. Able to work independently in small team, take ownership of processes and see tasks through
Desirable
1. An understanding of the inbound tourism sector and trade marketing would be a big plus
1. Experience creating assets, graphic design and visual content would be a plus
1. Experience with HubSpot (or a comparable CRM) and Canva is highly desirable
1. Experience navigating the back-end of websites and making content changes
1. Experience drafting or maintaining organisational policies
1. Knowledge of the New Zealand tourism sector
Success measures (first 12 months)
1. TECNZ Board election, AGM and Board meeting logistics run to schedule with minimal Chief Executive intervention
1. YoungTEC election cycle managed and run to schedule
1. Membership & Comms Executive supported with member engagement, with feedback logged in HubSpot
1. TECNZ Policy manual rewritten, with a policy review schedule in place and operating
1. Agreed member tools, templates and resources refreshed, and the resource library reorganised
1. Monthly member newsletter produced to schedule
1. Team members report reliable, proactive support
Working arrangements
TECNZ supports flexible working. Some travel and occasional out-of-hours work applies around events and Board meetings.
The pattern of the 20 hours will be agreed with the successful candidate. Hours may increase as the role beds in and workflows are assessed.
Hourly pay rate $40.00 per hour 
Location
It is preferable to have a new team member based in Wellington. For the right person, we will consider a remote arrangement within New Zealand, with travel to Wellington and events essential.



Where the role sits in our organisation
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