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Position Description


	Position title:
	Flu Vaccination Programme Coordinator
	Date:
	November 2025

	Reports to:
	Client Services and Growth Manager
	Department:
	Southern Cross Wellness Partners

	Number of reports:
	Nil

	Location:
	National Support Office (Auckland), Hybrid

	Delegated financial authority:
	No
	Budget ownership:
	No

	Level of influence:
	Leading self



	Our Organisation

	Southern Cross Wellness Partners was formed in 2024 following the amalgamation of two separate legal entities and brands – Raise Mental Health (EAP and Mental Health services) and MedPro Healthcare (occupational health nursing services).  We are a wholly owned subsidiary of Southern Cross Healthcare and our vision is to help people live their best lives by reimagining healthcare.
We’ve set course for the next generation of healthcare in Aotearoa New Zealand through our Reimagining 2033 Strategy. We see an organisation where patients, their whanau, specialist and funders are able to access an integrated and connected health ecosystem that traverses a continuum of care needs.
As part of our transformation from a hospital to healthcare organisation, we will continue to build on our organisational capabilities. Through these efforts and expanding scope, we will drive to create new opportunities which will open up access to new markets and partnerships.
As New Zealand’s largest non-government provider of healthcare, our strong “for purpose ethos” and position as one of New Zealand’s leading and most trusted brands, we are poised to be able to deliver healthcare services like no other.



	Key Relationships

	
Internal
· Southern Cross Wellness Partners Senior Leadership team and their staff
· Southern Cross National Office Support Services Staff (Finance, Information Services, Marketing, Comms)
· Other Southern Cross Healthcare partners including Active+ and TBI Health

	
External
· Corporate Customers
· Vaccine and consumable suppliers



	Vision
	Purpose

	
Our vision is for what we aspire.

To help people live their best lives by reimagining healthcare.

	
Our purpose is why we exist.

To advance the provision of quality healthcare in Aotearoa New Zealand.


	Role Purpose

	Flu Vaccination Programme Coordinator
The Flu Vaccination Programme Coordinator is responsible for the effective coordination and delivery of the annual flu vaccination programme. This role ensures seamless scheduling, communication, and operational support to meet programme objectives and deliver an excellent experience for clients and internal stakeholders.

Key Responsibilities
· Support Managers to plan & execute the annual flu vaccination programme delivered to clients
· Collaborate with clients to develop proposals and manage bookings
· Provide comprehensive administrative support across the team to deliver the programme, including supply chain management, logistics coordination, and invoicing
· Work collaboratively across the team to ensure adequate support and provide cover for other staff as required



	Our Values 

	
Care First: Care is at our heart. It’s the foundation of who we are and how we approach our mahi. Through genuine manaakitanga, we deliver a quality of care that makes healthcare more human. 

Better Together: Our strength comes from connection and collaboration – we bring together our diverse skills, perspectives, and experiences in the spirit of partnership and kotahitanga. We all play our part creating better outcomes for everyone. 

Pursue Excellence: Every day brings a new opportunity to improve, innovate, and excel. We don’t settle for ‘good enough’. We’re here to do our best work, delivering our best care for the people and communities we serve.




	Key Accountabilities

	
Programme Coordination
1. Assist the SLT in planning and executing the annual flu programme.
1. Prepare and maintain programme documentation, schedules, and reports.

Booking & Proposal Support
1. Support the Senior Service Delivery Coordinator with flu bookings and client proposals.
1. Ensure accurate and timely communication with clients regarding appointments and programme details.

Administration
1. Coordinate weekly flu programme meetings, including agenda preparation, minute-taking, and follow-up actions.
1. Support as required, with coordination and scheduling of nursing resources.
1. Maintain accurate records and documentation for programme activities.
1. Handle ad hoc administrative tasks such as: 
3. Updating internal systems and trackers.
3. Preparing and distributing communications and reports.
3. Assisting with invoice processing and basic financial tracking related to the programme.
3. Ordering and managing supplies for flu clinics.
3. Supporting compliance and audit requirements by ensuring documentation is complete and up to date.

Stakeholder Engagement
1. Liaise with internal teams and external partners to ensure seamless delivery of services.
1. Respond promptly to queries and provide updates on programme progress.




	Our organisation’s accountabilities

	
Health, Safety and Wellbeing
· All employees are responsible for complying with health and safety policies and procedures.
· You are responsible for your own health and safety while at work and ensure that your actions or inactions do not put others at risk.
· You will identify report and self-manage hazards where appropriate.
· Ensure that you complete early and accurate reporting of incidents at work.
· Participate and co-operate for shared health and safety responsibilities
· Actively participate where improvements to health and safety can be made
· Maintain a good knowledge and understanding of health and safety legislation, policies, standards and procedures.
· Incidents are effectively managed.
· Risks are identified and mitigated on the Hazards Register.

Commitment to the principles of Te Tiriti o Waitangi
· Demonstrate awareness and understanding of Te Tiriti o Waitangi obligations through manaakitanga (respect) and kawa whakaruruhau (cultural safety) as evidenced in interpersonal relationships.
· Participate in cultural competency training.

Commitment to Diversity, Equity and Inclusion (DEI)
· Honour diversity by acknowledging and respecting others spiritual beliefs, cultural practices and lifestyle choices as evidenced in interpersonal relationships.
· Seeks opportunities to include diversity, equity and inclusion practices in everyday work.

Commitment to the Environment, Social and Governance (ESG)
· Engage in sustainable practices whenever possible and reduce the environmental impact of your work. Take an active role to initiate change to meet Southern Cross's ESG (Environmental, Social and Governance) commitments.
· Improve your knowledge regarding sustainable practices whenever possible.




	Education, Knowledge, and Skill Requirements

	
Experience and skills required:
· Strong organisational and time management skills.
· Excellent communication and interpersonal abilities.
· Detail-oriented with the ability to manage multiple priorities.
· Proficient in Microsoft Office Suite (Word, Excel, Outlook).

	
Minimum education and training required:
· Previous experience in healthcare coordination or service delivery support is desirable.
· Familiarity with vaccination programmes or clinical operations is an advantage.
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