	Position title 
	Administration Support   - Oncology

	Date
	27/3/26 

	Ad closing date
	2 weeks from advertisement

	External or Internally Advertised 
	Internal and External 

	Recruiter 
	Catherine Robertson 

	Hiring Manager
	Shelley Holmes 

	Cost centre 
	735 - Oncology

	Object code
	932 and 956

	Permanent / Fixed-Term / Casual
	Permanent 

	Fixed term end date
	N/A 

	FTE and hours per week
	0.6 (24 hours per week) 

	Budgeted / Unbudgeted
	0.6 FTE 

	Phoenix Draft job number 
	



Administration Support Oncology 
· Permanent Part Time 0.6 FTE  
· Monday to Friday Business Hours
Health New Zealand | Te Whatu Ora is firmly grounded in the principles of Te Tiriti o Waitangi and is dedicated to serving all New Zealanders. Through integration and collaboration, we’re building a health system underpinned by partnership, equity, sustainability, whānau-centred care, and excellence. 
[bookmark: _Hlk203651334]About the Role 
The Administration Support for Oncology is instrumental in supporting Heath NZ - South Canterbury with quality professional administrative services across Oncology services.

This role is required to function within a multi-tasked, fast-paced hospital setting, whilst maintaining a high level of competence, confidentiality, and initiative, including working productively within a broad team environment involving communication with a diverse range of people.
About You 
This position requires a highly experienced administrative professional with a proven track record of delivering high-quality customer service. The successful candidate will be able to multitask effectively while remaining friendly and professional.   The successful person will take accountability for their work, and contribute positively as part of a team.

Other success factors for this role include;  
· Ability to build immediate rapport with people
· Excellent communication skills (both verbal and written).
· Ability to take direction well and work as a part of our team.
· MS Office skills (intermediate to advanced level).
· Knowledge of, or commitment to becoming conversant with, procedures relevant to healthcare.
· Maintain the strictest confidentiality
· Have the right to work in New Zealand



Working at Health New Zealand 
[bookmark: _Hlk207372547]Health New Zealand | Te Whatu Ora is dedicated to ensuring excellent healthcare for the people of New Zealand. We embrace a workforce that is diverse and inclusive so that we are better positioned to understand and service our community. We welcome applications from our diverse Māori, Pacific, disabled, and rainbow communities.
Salary Range
This role is covered by the terms and conditions of the PSA Collective, and the Pay Scale, determined on relevant experience.
How to Apply
Please apply for this vacancy online at  https://scdhb.careercentre.net.nz
If you have any questions regarding this role please contact Human Resources by phoning 03 687-2230.
Close Date: 


