
 

 
Membership Administrator 
Auckland Region 

 
 

Unite	has	a	vacancy	for	a	Membership	Administrator	based	in	our	Auckland	office	
(Morningside).	This	is	a	permanent	part-time	position	(24	hours	a	week),	with	the	
specific	hours	of	work	being	negotiable.	

The	membership	administrator’s	role	is	to	ensure	the	accuracy	of	the	members’	
information	in	the	database	so	that	managers	and	organisers	can	communicate	with	
and	represent	them	effectively.		

The	Membership	Administrator	also	communicates	with	employers	about	union	fee	
deductions,	sending	authorisations	to	deduct	and	resignations	from	Unite	to	Payrolls	in	
a	timely	manner.	Members	also	should	be	confident	that	their	Union	is	keeping	up	to	
date	with	their	contact	details	and	work	place	details.	

We	are	looking	for	someone	who:	

• has	a	commitment	to	working	people	and	the	union	movement.	
• Is	computer	literate	with	skills	in	use	of	word	processing,	spreadsheet,	email	and		

online	database	software.	Full	training	will	be	given	on	the	Unite	database	system	
but	competency	with	Excel,	including	use		of	formulas	and	functions	would	be	an	
advantage.	

• has	excellent	communication	and	people	skills	
• pays	attention	to	detail	and	is	committed	to	a	high	level	of	accuracy	
• Is	reliable	and	shows	initiative	
• has	the	ability	to	work	accurately	and	efficiently	under	pressure,	both	

independently	and	as	part	of	a	team.	
• Is	able	to	solve	problems	efficiently	
• Is	dicrete	with	confidential	information	
	

Terms	and	conditions	are	offered	in	accordance	with	the	Unite	Staff	Collective	
Employment	Agreement.	Unite	is	an	accredited	Living	Wage	employer.	

Please	apply	in	writing,	including	a	CV	and	contact	details	for	up	to	three	referees.	

Applications	and	requests	for	more	information	can	be	sent	to:	

Gerard	Hehir	
Unite	Union	
gerard@unite.org.nz	
Phone	021	02940345	
Fax:	09	846	9509	
PO	Box	7175,	Wellesley	St,	Auckland	1141	
	
Applications	close	5pm	on	Monday	18th	December	2017	

 



 

 
 

UNITE ORGANISER 
Auckland 

 
Key Tasks 
 

1. Maintaining the membership database by managing data entry (including 
entering data personally when the need arises). 

2. Working with Database programmers if any changes need to be made or 
problems fixed. 

3. Ensuring authorisations and resignations are sent to employers and/or 
Payroll so deductions can begin and be stopped respectively 

4. Matching deduction reports with membership lists from the database to 
ensure members are having fees deducted. 

5. Reconciling deduction reports with transfers to our bank account 
6. Liaising with company Payrolls to ensure fees are deducted at the correct 

rate and from the correct members 
7. Informing organizers and managers if there are any problems with 

membership deductions 
8. Producing membership reports for management and organizers on a 

weekly and ad hoc basis. 
9. Calculating annual Employment Relations Education Leave, advising 

employers of our entitlements and keeping track of remaining EREL as it 
is used up in the course of the year. 

10. Updating new members’ details, changed membership status 
11. Batch-mailing new members welcoming them to Unite  
12. Creating lists of new members for membership cards to be printed 
13. Mail merging lists of new members with letters with their membership 

cards. 
14. Such other agreed duties as may be required by the secretary. 

 
 
 
Terms of Appointment 
 
1. The appointee will be responsible to the National Secretary 
2. The salary for this position will be commensurate with qualifications and 

 experience and in accordance with the salary scale in the collective 
 agreement for Unite Union employees. Unite is an accredited Living Wage 
employer and remuneration for all positions ranges from the Living Wage 
up to the level of the average wage, depending on skills, experience and 
service length. 

3. Unite is an equal employment opportunities employer. 
4. The appointee will be based in Auckland 

 


