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Office Manager – Donovan Primary School
We have a vacancy for the position of Office Manager at Donovan Primary in Invercargill.
We are seeking a highly skilled professional who thrives in a team environment and can adapt quickly to a variety of tasks. The successful applicant will demonstrate proficiency in Microsoft Word and Excel, have exceptional organisational skills, and the ability to manage multiple responsibilities with efficiency and care.
Position Details
· Hours: 35 hours per week, term time only
· Additional Hours: May be negotiated as required
· Start Date: Monday, 9 March 2026 or by negotiation
· Remuneration: In accordance with the Support Staff in Schools Collective Agreement, Grade D with step placement based on experience and skill level
Key Responsibilities
· Oversight of the Student Management System
· Office 365 administration
· Website maintenance, with a sound understanding of IT and a willingness to learn new systems as needed
· Providing administrative support to the Principal
· Collaborating effectively with two part-time Office staff
This is a dynamic role that requires strong multitasking capabilities and the ability to remain composed and effective under pressure.
Key Attributes
We are looking for someone who is:
· Organised, flexible, and collaborative
· A problem solver and creative thinker
· Skilled at building strong interpersonal relationships
· An active contributor to the corporate and cultural life of the school
At Donovan Primary, our core values are Resilient, Empathy, Adaptable, and Lifelong Learner — and we seek someone who embodies these qualities in their work.
Application Process
Interested candidates should email their application letter and CV to application@donovanprimary.ac.nz. Please clearly outline your skills, experience, and suitability for this position. The successful applicant must be eligible to work in New Zealand immediately. For inquiries, please contact the Principal at 03 215 9664 from 26 January 2026.
Applications close at noon, Monday 9 February 2026.
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