™ NzPost

Tukurau Aotearoa

Whakaahuatanga Mabhi

Role Title: Processing Officer

Kia ora, join us to help deliver what New Zealanders really care about, every day.

Our story

There’s something really special about our people and the fantastic work they do at NZ Post
Tukurau Aotearoa. From the top of the north to the bottom of the south, our teams operate with
care around the clock to keep New Zealanders connected.

We get a sense of joy from delivering what matters most to Kiwis — from food and medicine, the
latest tech or treasured family heirloom, or doing mahi with meaning in the background while
looking after our environment for future generations. There’s a deep and far-reaching sense of
pride for the role we all play in making Aotearoa New Zealand successful.

We’ve been part of New Zealand’s fabric for more than 180 years and over that time we’ve adapted
to keep pace with the changing world around us. We’ve made big investments in technology,
infrastructure and sustainability, so we can deliver even more for Aotearoa in the future. As the
needs of our customers are changing, we’re right there with them - and you could be too.

Our values
Our values shape our culture. It’s what makes us NZ Post. They describe how we behave
and act.
Bring the real you We’re all unique, inclusive and respectful. We’re down to earth. We own our

attitudes, our growth, and we keep ourselves and each other healthy and safe.

Stronger together We’re connected, collaborative, trusted and have each other’s backs. We’re
compassionate, think and act like whanau, care about each
other’s welfare, and work together as a team to achieve our goals.

Deliver the best We get the job done and deliver as promised. We go the extra mile
for each other and do so safely. We find ways to do things better for our
customers and Aotearoa.

Our safety and wellbeing commitment
Our ‘Safety Always’ approach to the health, safety and wellbeing of our people, is core to our
business and underpins all that we do.
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Processing Officer

Location: Various nationally

About the role

The purpose of the Processing Officer is to process products to ensure they leave the site on time for their
next connection or delivery to our customers. This is according to set procedures, ensuring targets and
service standards are met. You will actively contribute to teamwork, safety, revenue protection and process
improvements within the work area. Processing Officers understand the network and end to end supply chain
to understand the impacts on their activities and to deliver product within the required dispatch times.

The Processing Officer is expected to be able to work in any of our products’ processing areas, e.g.,
preparation, manual and machine sorting (where relevant), consolidation and dispatch.

What this role does
Responsibility Description
Safety and Wellbeing e Promote and act in accordance with the safety requirements of the site,

keeping yourself, your peers and visitors to the site safe.

e Support all safety and wellbeing initiatives.

Care of equipment and e Utilise product sorting equipment and materials proficiently ensuring
equipment is safe to use completing pre-use safety checks

e Maintain a safe, clean and tidy work area and environment

e Follows Standard Operating Procedures at all times.

e Immediately reports issues or concerns to their shift supervisor or
leader.

Team work e Participates and contributes positively and professionally in the team. Is
flexible and adaptable to work where and as required in any area of the
end-to-end process.

e Contributes to projects undertaken by the team to improve how work is
done

e Participate in learning and development opportunities and guide and
share knowledge with team members.

e Actively participates in Daily Stand-Ups providing feedback on
operational issues that can be fed back to managers for them to
address issues or concerns, improve efficiency or make working
practices safer.

Operational and Service e Processes all product in accordance with set service level agreement
standards, policy procedures and site requirements [eg receiving and
handling inwards product, induction of product, sortation, chute
clearance and managing outwards].

e Undertakes manual sort of product as required during shift.

e Undertakes machine sorting, adding product to the sorter to achieve
most effective outcomes.

e Assist with revenue protection, undeliverables and damaged product.

Continuous Improvement e Learnthe process and talk to supervisor or leader about where you see
opportunities for improvement.

environment

Excellence
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Your key relationships

Updated: January 2023 JES#: 1287

Business area Processing and Automation / Service Delivery
Reporting to Floor Manager / Team Leader

Direct reports N/A

Safety sensitive Yes

Leadership practices

To be future ready, leaders require a continuous focus on their development. These are the practices we
see you, our leaders and future leaders, needing to develop and enhance to deliver on our strategy and get

us to the NZ Post of the future.

Future Shaper e |Leads Change
Thinks systematically/sees the big picture. Shapes o Makes Decisions
Change. Creates high-performing teams. e Delivers Results

e Learning obsessed

Enterprise Player

e Collaborates

Builds trusting relationships. Empowers others. Has a e Communicates with impact - listens

“one NZ Post’ approach.

o Safety and Wellbeing Always

Customer Champion

e Market oriented

Knows the customer. Collaborates on outcomes. e Customer advocate

Obsessive about service.

e Anticipates customer needs

The level of leadership required in this role is a:

Leader of Self - Individual contributor.

You can learn more about our Leadership practices, and the specific capabilities that describe the
skills and behaviours that will set you up for success at NZ Post in our Leadership Framework.

Qualifications & Experience

Qualifications .

3 year’s secondary school

Skills .

Numeracy and literacy including basic to proficient computer literacy
Good communication skills

Capable of lifting product, product bags, containers and moving
equipment continuously for a period of time. Be physically active on the
floor throughout the day.

Can operate under time pressure without this impacting on the quality of
work delivered.

NZ Post reserves the right to amend the job description, in consultation with you, as business needs change.


https://jobs.nzpost.co.nz/sites/default/files/uploads/shared/Leadership%20Practices%20v%20FINAL%20251022.pdf

