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OFFICE ADMINISTRATOR/
RECEPTIONIST

Boffa Miskell | Tauranga, New Zealand

We are on the lookout for a professional, motivated and highly 
organised individual to complement our great Business Services 
team based in our brand-new offices in central Tauranga. We’re 
looking for a full-time administrator/receptionist who is focused on 
outcomes, proactive in their approach, and dedicated to providing 
exceptional service to the team across all levels. 

Your day will be spent on a diverse range of tasks, including 
managing reception, providing support to our Business Services 
Manager and the wider team.  You may also be called upon to 
assist with the organisation of internal events, functions and 
presentations.

Ideally, you will have the following skills and attributes:

• At least 3 years’ comparable experience in reception and 
office administration 

• Strong organisational skills
• Intermediate Office365 skills (most importantly Word and 

Excel)
• Be highly organised, proactive, reliable and able to manage 

and deliver multiple tasks in a timely fashion 
• Demonstrate that you have a high level of accuracy and an 

excellent eye for detail 
• Proactive and motivated customer service skills
• Strong time and information management skills
• Excellent written and verbal communication skills
• A collegial manner and a willingness to get on with a diverse 

range of people
• A full and current drivers licence

Boffa Miskell is a leading New Zealand professional services 
consultancy. We are employee-owned and have been in business 
for 45 years. We work in partnership with our clients to fully 
understand each project, explore its possibilities and provide 
creative solutions based on sound knowledge and experience. 
We bring together professionals with an integrated environmental 
view, the ability to think creatively and with leadership and 
collaboration skills to deliver award-winning projects.

Please note, this position is being re-advertised. Previous 
applicants need not reapply. 

Bring your enthusiasm, 
initiative and 

dependability to 
deliver exceptional 

service to our 
consultants and wider 

team.


For more information 

about us, visit our website: 
www.boffamiskell.co.nz

Send your CV to:  
joinus@boffamiskell.co.nz

Closing date:  
Friday 05 October, 2018

Please note, we like to 
consider applications 

as they are received, so 
encourage you to get in 

touch with us soon. 


