
 
 

Executive Assistant 
 

a unique environment – a privileged role 

For over 30 years Nelson Tasman Hospice has been a part of our community, providing compassionate 

palliative care to patients and whanau. Our vision is “To Care Always”, and our talented and dedicated 

team ensure we deliver on this vision. We are looking for someone equally as driven to join our team 

providing executive level support to our Chief Executive (CE) and wider team. 

 

This is a diverse and interesting opportunity for someone who likes to keep busy and have their finger 

on the pulse of an organisation! Day to day you’ll be responsible for working closely with our CE, 

intuitively managing appointments and meetings with ever changing priorities, while also providing 

strong administrative support to the Leadership Team (LT) around governance and reporting. 

Coordinating a hectic schedule, you’ll assist with building and maintaining effective relationships for our 

CE and LT with stakeholders, ensuring the right balance is achieved. You’ll also be involved with planning 

and organising events and keeping on top of digital media to enhance our organisation’s profile both 

internally and externally.  

 

Adept at planning and organising, and with exceptional IT skills, you enable others to manage their time 

most effectively. With your professional yet approachable manner, you build relationships easily and 

can adapt your communication style depending on the situation. While you enjoy being part of the 

wider team, you can work autonomously, and know when to take initiative to get the job done. In this 

aspirational organisation, we manage to do a lot with limited resources, and your innovative thinking 

and ability to keep up to date with the latest technology will ensure you’re the right fit for our team.  

 

So, if you’re energetic person who never misses a beat, this could be the role for you! To find out more 

about this opportunity to join the team at this well-loved Nelson based organisation simply visit 

https://www.nelsonhospice.org.nz/, or to apply send your CV and cover letter to 

vacancies@nelsonhospice.org.nz.   

 

Applications are welcome until Friday 6th August 2021, please note we may commence interviews prior 

to this date.  

 

 

https://www.nelsonhospice.org.nz/

