NZ Employment
Market Report 2021
Business Support

Business Support
The Market
The uncertainty and economic impacts of the global
pandemic brought multiple projects to a halt within a variety
of sectors in 2020, and reduced the need for contractors
and temporary staff across New Zealand. With a number of
businesses forced to reduce their workforce, we experienced
a sharp rise in job applications - not only from people who
had lost their jobs within the Business Support sector, but
also those with transferable skills from the Tourism and Retail
industries. The employer market went through a significant
transformation as many organisations continued to automate
workflows by implementing intuitive technology to streamline
processes. As a result, data entry, amongst other low barrier
to entry roles have been in less demand by employers.

- RO LES IN DEM AN D -

• Executive Assistants
• Personal Assistants

With redundancies made across the sector, staff took on
new responsibilities to ease workload pressures faced by
the business. Some examples include overseeing reception,
taking on Accounts Payable and Accounts Receivable
tasks, with some even taking on EA or PA duties. This has
contributed to an advanced skill set in the market, with
many employees wanting to further their learning and
development to enhance their capability.

• People Coordinators

happened, selected organisations also looked for Business
Support talent who could demonstrate basic design and
publishing, event management, and even social media skills.
As a result of remote working practices, there has been
an increased focus on IT, and on technologically capable
candidates, especially in the Healthcare industry.

However, as the year progressed and business confidence
grew, organisations pivoted and focused on growth,
contributing to an increase in demand for talented
individuals. These professionals were engaged to not only
provide traditional support services to businesses, but also to
actively manage selected projects.

In Wellington, there was an additional need for senior
support roles such as Executive Assistants and Personal
Assistants, due to temporary assignment extensions and
ongoing recruits over the past year. Across the country, apart
from Christchurch, the demand for highly skilled talent has
increased through the year, making the candidate market
comparably more competitive.

Professionals who were multi-skilled, equipped to work
remotely with flexible hours, and who could adapt to various
Business Support responsibilities were snapped up quickly.
Interestingly, as a direct impact of the restructures that

E M P L O Y ERS
L O O K F OR

This market has also been impacted further by border
closures. Organisations that traditionally hired overseas
candidates on working holiday visas for short-term
Receptionist or Administration type roles are experiencing a
gap in this talent pool due to current travel restrictions.

CA N DIDAT ES
LOOK FO R

Candidates with:

Opportunities with:

• Values

• Career Progression

• Personality

• Flexibility

• Team Fit

• Stability

• Attitude
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As a result of remote working
practices, there has been an increased
focus on IT, and on technologically
capable candidates.

- SOUGHT AFT ER S KILLS -

Report & Document
Preparation

Microsoft
Office

Records
Management

- SOUGHT AFT ER S O FT-S KILLS -

Resilience

Agility
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Innovation

Business Support Salary Guide
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ROLE

Low

High

Low

High

Low

High

Low

High

Executive Assistant

90

115

70

85

70

110

65

90

Personal Assistant

75

90

70

80

60

80

55

65

Office Manager

70

85

70

80

65

90

55

75

Project Coordinator

75

100

65

75

65

90

60

75

Corporate Receptionist

50

55

47

55

45

58

46

55

Events Coordinator

55

75

55

60

50

65

50

60

Facilities Coordinator

55

65

55

60

53

75

46

60

Sales Support

58

65

50

60

50

65

55

65

Team Administrator

55

65

50

55

55

65

50

60

Office Administrator

52

60

50

55

50

60

45

55

Receptionist

48

55

46

50

45

58

44

46

Data Entry / Database Admin

44

48

44

48

43

58

45

48

- T O P 3 BE N E FITS P ROV IDE D -

83%

Flexible Work

67%

Awards & Recognition
Programme

50%

Training & Development
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Business Support
Employers
As with the majority of sectors in New Zealand, employers
are looking for strong personal values, personality, team
fit, and the right attitude. Due to a scarcity of qualified,
experienced candidates across the country, employment
contract negotiations have been more flexible and
consultative than ever before – with organisations openly
encouraging flexible hours and working from home
opportunities. Wellbeing benefits such as gym memberships,
and mental health and wellbeing app subscriptions are also
increasingly being offered.

- MADIS O N REC O MMENDS • Employers - Keep the recruitment process short
to retain candidate interest, and to ensure that top
talent is not snapped up by other organisations.
• Job Seekers - Look for organisations that offer
career progression and upskilling
opportunities. Where possible,
communicate your needs for learning
and development.

The importance of tailored workplace benefits is evident,
with some candidates not considering roles without a
carpark or progression opportunities, and others willing to
take a reduction in pay for increased flexibility.
There are more organisations openly communicating
their goals for diversity and inclusion, as well as showing
a commitment to sustainability and the environment.
Candidates value these initiatives, and we are seeing
that environmental and corporate social responsibility is
becoming increasingly influential in a candidate’s
decision-making process.

We anticipate this to trigger a demand in short-term,
temporary and contract administration roles to provide
support throughout the upgrades.
The move to part-time hours and flexible working
arrangements will potentially bring more parents and small
business owners back to the market, and with them comes
considerable experience and knowledge. These candidates
may be more adaptable regarding salary negotiations,
as they consider flexible working arrangements to be a
significant benefit in itself.

Candidates
We have found that candidates are realistic when looking for
base salary, as long as details around any discretionary bonuses
or workplace benefits on offer are made clear. Employees now
also expect sufficient equipment, such as a laptop and phone
where appropriate, when they take up a job.

In situations where organisations have been operating
with reduced people resource, ‘clean up’ assignments will
emerge requiring temporary and contract administration
roles to assist with finishing projects and tasks not
previously seen as a priority.

For roles in high performing industries such as Healthcare
or Property, organisations have increased their salary bands
to attract the best talent.

In general, we anticipate that salaries will remain stable;
only rising in areas driven by the limited talent pool and
high levels of experience. One of the areas where we
expect to see a rise, albeit only at the top end of the band,
is Personal Assistant and Executive Assistant roles, as
organisations seek experienced talent.

We have seen that candidates are more likely to take on a
role, even if it is paying slightly less, if it means they save on
travel and parking. As a result, organisations are more open
to flexible working arrangements.

The market is buoyant, and we anticipate private sector
growth in the number of positions available. With a steady
Government, mandates to implement change, and new policy
teams being established in response to the pandemic, we
foresee significant hiring in the Business Support sector.

The Year Ahead
We anticipate changes in the job market in the year ahead,
many of which are a continuation of themes we have seen
over the past twelve months.
Artificial Intelligence and automation will result in a decrease
in lower-skilled administrative positions. With more people
working from home, there will be increased reliance on
technology, and many organisations will be required to
upgrade their systems to support these functions.

4

