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Position title:  Registry Administrator 
Group: Regulatory - Registry
Reports to: Registry Manager

Location: Wellington


About the Law Society
The New Zealand Law Society | Te Kāhui Ture o Aotearoa (NZLS) is the professional body for barristers and solicitors in New Zealand. The Law Society regulates all lawyers practising in New Zealand and is the membership organisation for practising lawyers. With 13 branch offices throughout the country, the Law Society is the Kaitiaki (guardian) of the public, the profession, and the law of Aotearoa New Zealand.

Position Purpose
To carry out a range of administrative tasks associated with the issue and maintenance of lawyers’ practising certificates, New Zealand Law Society (NZLS) associate and section membership, and to provide support to the Registry Manager.

As part of a small interactive team, it will be essential to have a good working knowledge of all Registry tasks, to assist in cover for other Registry staff as and when required.

Key Internal Relationships
· Registry team

· IT Manager

· Other NZLS staff, including branch staff

· Administrators of representative services


Key External Relationships
· Lawyers

· Members of the public


Accountabilities
· Operating Registry Helpdesk and answering queries (phone and email)

· Updating information in the Registry database

· Assist with Certificate of Character applications

· Assist with Practice on own Account applications

· Raising fees, creating invoices and processing payments

· Assist with the annual renewal of practising certificates

· Assist with the associate membership annual renewal process

· Assist with the annual certification under s112

· Undertaking data integrity checks

· Develop a good working knowledge of all Registry tasks to assist in cover for other Registry staff, including Certificates of Standing, Practising certificate applications, Direct Instruction applications, Refunds, Rebates, Mergers/Closures, Powers of Attorney, and Incorporations.

· Other tasks as assigned by the Registry Manager

Skills, Knowledge and Experience 
To be effective in the position of Registry Administrator you must have the following knowledge and experience:

· Flexible, organised and able to prioritise

· Proficient in Microsoft Word for Windows. Understanding of Microsoft Excel, Adobe, and Acrobat

· Willingness to work as a team member, and independently as required

· High degree of accuracy and attention to detail without losing speed of production

· Sound written and oral communication skills are essential

· Shows initiative, but knows when it is better to ask

· Versatility, confidence, the ability to think strategically and to take ownership of situations and responsibilities

· Ability to perform under pressure

· Good judgement and a high level of discretion

· Customer service focused
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