
Receptionist/ 
Office Administrator 

Wellington Te Whanga-nui-a-Tara

Bring your enthusiasm, initiative and 
dependability to deliver exceptional service 

to our busy consultants and wider team. 

We’re looking for 
someone with 
At least two years’ comparable 
experience in reception and office 
administration

A positive can-do attitude 

Are highly organised, proactive and 
reliable 

Advanced Office365 skills (most 
importantly Word and Excel), and 
experience using InDesign (desirable, 
but not essential)

Are able to manage and deliver 
multiple tasks in a timely fashion 

Consistently demonstrates a high 
level of accuracy and an excellent eye 
for detail 

Strong customer service skills

Excellent written and verbal 
communication skills, and the ability 
to communicate effectively both in-
person and over the phone

A collaborative working style, and 
the ability to relate to a diverse range 
of people

Problem-solving skills to trouble 
shoot on-the-fly

A full and current drivers’ licence 
– preferably with manual driving 
ability

www.boffamiskell.co.nz

We have an exciting opportunity for a professional, motivated and 
highly organised Receptionist/Office Administrator to complete our 
Business Services Team in Wellington. Our Wellington office overlooks the 
waterfront and is centrally located to all the amenities of the vibrant city 
centre. You’ll be joining a friendly, collaborative and passionate team, who 
excel at what they do. 

Boffa Miskell is a leading New Zealand professional services consultancy, 
that is focused on better outcomes for our environment. We are entirely 
employee-owned and growing, with an increasingly diverse portfolio 
of clients and projects. We offer a supportive, flexible and collaborative 
working environment and value having an inclusive and diverse 
workplace. We offer ongoing opportunities for professional and personal 
development to ensure that our people can excel and grow. 

As a Receptionist/Office Administrator you will provide an exceptional 
welcome as the front face to our clients and consultants. You’ll work 
collaboratively with the other members of our Business Services Team 
to provide essential administrative support and services to our busy 
consultants, across all levels, and wider team. 

Your day will be spent on a diverse range of tasks, including managing 
reception, organising our meeting rooms and resources, client and team 
support, meeting coordination and personal assistance. You may also be 
called upon to assist with the organisation of internal events, functions 
and presentations.

If this sounds like your next career move, we’re looking forward to hearing 
from you. 

 
To talk with someone about the role please ring  
Louise Harrison on +64 4 901 4287. 
 
 
To apply, please email your CV to: 

joinus@boffamiskell.co.nz 

Closing date:   
Monday 19 August 2019 


