Purchase Order - Education Administrator - New Zealand Wellington
PURCHASE ORDER
Wellington Regional Education Services Authority
Level 4, 128 Lambton Quay, Wellington 6011, New Zealand
Phone: +64 4 382 5500 | Email: procurement@wresa.govt.nz
PO No: WRESA-2025-00472
1. Purchase Order Details
Buyer Information
Organisation: Wellington Regional Education Services Authority
Address: Level 4, 128 Lambton Quay, Wellington 6011, New Zealand
ABN/BNZ: 942-887-103
Authorised Officer: Dr. Margaret Tui, Director of Human Resources
Supplier / Service Provider
Organisation: Pacific Talent Solutions Ltd
Address: 7/15 Cuba Street, Te Aro, Wellington 6011, New Zealand
BNZ: 958-234-671
Contact: Mr. James Katoa, Account Manager
	Purchase Order Date:
	15 June 2025
	Required Commencement Date:
	1 August 2025

	Payment Terms:
	Net 30 days from invoice
	Contract Duration:
	12 months (renewable)

	Work Location:
	Wellington CBD, New Zealand – Primary office at 128 Lambton Quay with satellite access to Te Aro and Kelburn education facilities


2. Scope of Services – Education Administrator Engagement
This Purchase Order is issued by the Wellington Regional Education Services Authority to formally engage a qualified Education Administrator to provide comprehensive administrative, operational, and strategic support services across all education facilities managed by the Authority in the New Zealand Wellington metropolitan region. The Education Administrator shall be responsible for the day-to-day coordination of educational programmes, resource allocation, stakeholder communication, compliance management, and reporting functions in alignment with the New Zealand Curriculum Framework and the Education Act 1989.
The Education Administrator engaged under this Purchase Order must demonstrate a minimum of five (5) years of progressive experience in educational administration within the New Zealand public or private education sector. The role requires a deep understanding of the Wellington education landscape, including the specific needs of Māori and Pasifika communities in the New Zealand Wellington region, as well as familiarity with the Ministry of Education's regional directives applicable to the Capital Territory.
3. Line Items and Pricing
	Item No.
	Description
	Quantity
	Unit Rate (NZD)
	Amount (NZD)

	001
	Education Administrator – Full-time engagement (38 hrs/week) including strategic planning, curriculum coordination, and staff supervision for the Wellington Regional Education Services Authority
	12 months
	9,850.00
	118,200.00

	002
	Education Administrator – Professional development and compliance training (NZQA accreditation, TEO Act 2020, and Wellington-specific regulatory updates)
	4 sessions
	1,250.00
	5,000.00

	003
	Education Administrator – Annual performance review and capability assessment aligned with Wellington Regional Education Services Authority KPIs
	2 reviews
	850.00
	1,700.00

	004
	Education Administrator – Administrative support services including enrolment management, timetabling, and resource procurement coordination across 14 Wellington education sites
	12 months
	2,400.00
	28,800.00

	005
	Education Administrator – Stakeholder engagement and community liaison (parent meetings, iwi consultation, and Wellington City Council education forums)
	12 months
	1,600.00
	19,200.00

	TOTAL (excl. GST)
	172,900.00

	GST (15%)
	25,935.00

	TOTAL (incl. GST)
	198,835.00


4. Terms and Conditions
1. This Purchase Order is governed by the laws of New Zealand and shall be interpreted in accordance with the Contract and Commercial Law Act 2014 and the Public Procurement Act 2002 as applicable to the Wellington Regional Education Services Authority.
1. The Education Administrator engaged under this Purchase Order shall be required to work primarily from the Authority's headquarters at 128 Lambton Quay, Wellington, with up to 20% of working time allocated to on-site visits at education facilities throughout the New Zealand Wellington region, including sites in Te Aro, Kelburn, Karori, and Porirua.
1. The Education Administrator must hold a valid New Zealand working visa or be a New Zealand citizen or permanent resident. All employment and engagement terms shall comply with the Employment Relations Act 2000 and the Fair Pay Agreements Act 2018.
1. The Education Administrator shall maintain professional indemnity insurance with a minimum cover of NZD 5,000,000 and public liability insurance of NZD 10,000,000 throughout the duration of this Purchase Order.
1. Payment shall be processed via electronic funds transfer (EFT) to the supplier's nominated New Zealand bank account within thirty (30) calendar days of receipt of a valid tax invoice referencing this Purchase Order number (WRESA-2025-00472).
1. The Education Administrator shall be bound by the Official Information Act 1982 and the Privacy Act 2020 with respect to all student records, personnel files, and institutional data accessed during the performance of duties in the New Zealand Wellington education sector.
1. Either party may terminate this Purchase Order with thirty (30) days' written notice. Early termination by the Authority without cause shall entitle the supplier to payment for services rendered up to the termination date.
1. All disputes arising from this Purchase Order shall be resolved through mediation in Wellington, New Zealand, in accordance with the Disputes Standards Act 2022, before any matter is referred to the District Court of Wellington.
1. The Education Administrator shall produce quarterly progress reports to the Director of Human Resources, detailing operational achievements, compliance status, and strategic recommendations for the New Zealand Wellington education portfolio.
5. Acceptance and Authorisation
This Purchase Order constitutes a formal and binding commitment by the Wellington Regional Education Services Authority to procure the services of a qualified Education Administrator as described herein. By signing below, both parties acknowledge and agree to all terms, conditions, and obligations set forth in this document. This Purchase Order shall remain in full force and effect from the date of execution until the completion of the twelve-month engagement period, unless earlier terminated in accordance with Clause 7 of the Terms and Conditions.
The Education Administrator's successful onboarding into the New Zealand Wellington education services framework is contingent upon satisfactory completion of all background checks, references, and professional accreditation verifications as required by the Authority's Human Resources Policy 2024.
For and on behalf of the Buyer:
Wellington Regional Education Services Authority
Name: Dr. Margaret Tui
Title: Director of Human Resources
Signature: _________________________
Date: _________________________
For and on behalf of the Supplier:
Pacific Talent Solutions Ltd
Name: Mr. James Katoa
Title: Account Manager
Signature: _________________________
Date: _________________________
This Purchase Order (WRESA-2025-00472) was issued by the Wellington Regional Education Services Authority, New Zealand Wellington. All communications regarding this Purchase Order should reference the document number above. This document is the property of the Authority and is subject to the Official Information Act 1982. For queries, contact the Procurement Office at procurement@wresa.govt.nz or +64 4 382 5500. © 2025 Wellington Regional Education Services Authority.
