Quotation Estimate - Education Administrator - New Zealand Wellington
Quotation Estimate
Wellington Education Solutions Ltd
142 Lambton Quay, Te Aro, Wellington 6011, New Zealand
Phone: +64 4 472 8830 | Email: enquiries@wellingtonedsolutions.co.nz
NZBN: 942904123456789 | GST No: 123-456-789
	Quotation Details
	Client Details

	Quotation Estimate No.: QTE-2025-WEL-0487
Date Issued: 12 June 2025
Valid Until: 12 July 2025
Prepared By: Sarah Mitchell, Business Development Manager
	Client: Wellington Regional Education Board
Address: 25 The Terrace, Wellington 6011, New Zealand
Contact: Dr. James Tui, Director of Operations
Email: j.tui@wreb.govt.nz


1. Purpose of This Quotation Estimate
This Quotation Estimate has been prepared by Wellington Education Solutions Ltd to provide the Wellington Regional Education Board with a comprehensive and itemised financial projection for the recruitment, onboarding, and ongoing management support of a full-time Education Administrator position. This Quotation Estimate reflects current market rates applicable to the New Zealand Wellington metropolitan area and is structured in accordance with the Fair Pay Agreement for Education and Training Sector employees, as well as the New Zealand Employment Relations Act 2000.
The Education Administrator role described herein is designed to support the day-to-day operational functions of the Wellington Regional Education Board, including but not limited to curriculum coordination, student records management, compliance reporting to the Ministry of Education, and administrative liaison with schools, parents, and government agencies across the New Zealand Wellington region.
2. Scope of Services – Education Administrator Role
The Education Administrator will be responsible for the following core duties within the New Zealand Wellington education sector:
· Management of student enrolment databases and attendance records for up to 12 partner schools in the Wellington region.
· Preparation and submission of statutory reports to the Ministry of Education, including the Annual National Report and Student Achievement Data submissions.
· Coordination of professional development programmes for teaching staff across the New Zealand Wellington school network.
· Maintenance of compliance with the Education and Training Act 2020, the Health and Safety at Work Act 2015, and the Privacy Act 2020.
· Administrative support for the Board of Trustees, including meeting minutes, agenda preparation, and correspondence management.
· Budget monitoring and financial reporting for the Education Administrator's operational portfolio, including procurement of educational resources and materials.
· Liaison with iwi and Māori education providers to ensure culturally responsive administrative practices aligned with Te Tiriti o Waitangi obligations.
3. Itemised Cost Breakdown
	Ref
	Description
	Unit
	Rate (NZD)
	Amount (NZD)
	GST 15%
	

	3.1
	Annual Salary – Education Administrator (Level 10, Education and Training Sector Fair Pay Agreement), 40 hours per week, 52 weeks
	Year
	82,400.00
	82,400.00
	12,360.00
	

	3.2
	Employer Superannuation Contribution (3.5% of gross salary)
	Year
	2,884.00
	2,884.00
	432.60
	

	3.3
	Annual Leave Loading (8.33% of gross salary)
	Year
	6,863.93
	6,863.93
	1,029.59
	

	3.4
	Recruitment and Onboarding Services (job advertising, candidate screening, reference checks, induction programme)
	One-off
	4,500.00
	4,500.00
	675.00
	

	3.5
	Workstation and IT Equipment (laptop, dual monitors, ergonomic chair, software licences for 12 months)
	One-off
	3,200.00
	3,200.00
	480.00
	

	3.6
	Professional Development and Training (minimum 40 hours per annum, including Ministry of Education compliance workshops)
	Year
	2,800.00
	2,800.00
	420.00
	

	3.7
	Administrative Support Services (document management system subscription, cloud storage, communication tools)
	Year
	1,920.00
	1,920.00
	288.00
	

	3.8
	Workplace Health and Safety Compliance (annual risk assessment, first aid certification, ergonomic review)
	Year
	1,150.00
	1,150.00
	172.50
	

	3.9
	Management and Oversight Fee (10% of total direct costs, covering project management, performance reviews, and HR administration)
	Year
	10,571.73
	10,571.73
	1,585.76
	

	TOTAL (Excluding GST)
	116,290.66
	17,443.45
	

	GRAND TOTAL (Including 15% GST)
	133,734.11


4. Payment Terms
All amounts in this Quotation Estimate are quoted in New Zealand Dollars (NZD) and are inclusive of the applicable Goods and Services Tax (GST) at the current rate of 15%. Payment for the Education Administrator salary and associated recurring costs will be processed on a monthly basis via direct debit, with invoices issued on the first business day of each month. The one-off costs referenced in items 3.4 and 3.5 are payable within 14 days of the date of this Quotation Estimate upon written acceptance by the client.
Wellington Education Solutions Ltd reserves the right to adjust the figures in this Quotation Estimate should there be a change in the Fair Pay Agreement salary scales, statutory superannuation rates, or GST legislation during the contract term. Any such adjustments will be communicated in writing no fewer than 30 days prior to the effective date.
5. Terms and Conditions
1. This Quotation Estimate is valid for a period of 30 calendar days from the date of issue. Beyond this period, all rates and conditions are subject to review and may be revised to reflect current market conditions in the New Zealand Wellington employment sector.
1. The Education Administrator will be engaged under a fixed-term employment contract of 12 months, with the option to convert to a permanent position upon satisfactory completion of a 90-day probationary period, in accordance with New Zealand employment law.
1. Wellington Education Solutions Ltd shall comply with all obligations under the Health and Safety at Work Act 2015, the Privacy Act 2020, and the Human Rights Act 1993 in the administration of this role.
1. The client agrees to provide a suitable and safe working environment at the Wellington Regional Education Board premises, or to approve a hybrid working arrangement as mutually agreed in writing.
1. Any disputes arising from this Quotation Estimate or the subsequent engagement of the Education Administrator shall be resolved in accordance with the Employment Relations Act 2000 and, where applicable, the jurisdiction of the District Court in Wellington, New Zealand.
1. This Quotation Estimate does not constitute a binding contract until countersigned by both parties. Acceptance may be indicated by signing and returning the copy of this document or by written email confirmation to the address stated above.
1. All personal information collected in the course of this engagement will be handled in strict compliance with the Privacy Act 2020 and the New Zealand Privacy and Data Protection Act 2020.
6. Acceptance and Authorisation
By signing below, the client acknowledges receipt of this Quotation Estimate and agrees to the terms, conditions, and financial projections set out herein for the engagement of an Education Administrator within the New Zealand Wellington region.
For and on behalf of Wellington Education Solutions Ltd
Name: Sarah Mitchell
Title: Business Development Manager
Signature: ___________________________
Date: ___________________________
For and on behalf of Wellington Regional Education Board
Name: Dr. James Tui
Title: Director of Operations
Signature: ___________________________
Date: ___________________________
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