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Head of Property & Procurement

Location:
As per Personal Terms

Reporting to:
Chief Financial & Investment Officer
Business Unit:
Financial Investment & Risk 
Direct Reports:
Variable (currently 8)
Date Last Reviewed:
September 2026

About FMG
Formed by farmers for farmers over a century ago, FMG is New Zealand Aotearoa’s leading rural insurer providing risk advice and insurance solutions for farmers, growers, commercial businesses, the lifestyle sector and residential Clients.

FMG is proudly 100% New Zealand Aotearoa owned and operated, focused on helping Clients and Members achieve their goals.  As a mutual, FMG’s Purpose is to provide “a better deal for Rural New Zealand Aotearoa”, and our Vision is to “help build strong and prosperous Rural communities”. Both involve reinvesting all profits back into the Mutual to ensure that FMG remains a sustainable and resilient Mutual insurer, capable of honouring our promises to current and future generations of farmers and growers.



FMG’s Values

The FMG brand represents the promises the Mutual makes to its Clients and Members. Every member of FMG’s ‘One Team’ is responsible for honouring those promises by delivering an exceptional Client experience in a manner consistent with FMG’s company Values. Those Values being:

	· Do what’s right - Whāia te ara tika
	· Make it happen - Whakatutukitia

	· We’re in it together - Ko tātau tātau
	· Proud of who we are - Whakahīhī i te whakapapa




Work Environment

FMG seeks to provide an environment that promotes and fosters achievement, placing importance on career development and training to ensure employees have the opportunity to bring their best and whole self to work.
FMG’s Head Office is located in Wellington and accommodates FMG’s Executive Leadership Team (ELT), Marketing and Propositions, People and Culture, Finance, Insurance Solutions, Risk and Compliance teams.

FMG’s largest regional office is located in Palmerston North accommodating FMG’s Phone-based Sales and Service teams, Digital and Data, Claims, Facilities, Procurement and Payments functions. In addition to offices in Wellington, Palmerston North and Christchurch; FMG has offices in 30 regional locations throughout New Zealand Aotearoa. 

Purpose of the role
The Head of Property & Procurement will be responsible for strategically managing and delivering the property, facilities & procurement functions at FMG.


Key Responsibilities
	Area
	Responsibilities

	Procurement
	· Design and implement the organisation's strategic Procurement plan and policy in line with overall business performance goals.
· Overseeing the selection, and performance, of reliable sources of supply and engagement of complimentary suppliers, and negotiating complex, high risk deals with key suppliers to improve value delivered to the organisation and its members.

· Ensuring FMG is best utilising its annual spending to secure the best terms possible, on behalf of Members, and in line with the Procurement plan & policy

· Analysing all aspects of the supply function including supplier sourcing, price negotiation, quality, ordering, inventory, checking, delivery, tenders and contracts and providing expert Purchasing/Procurement advice.

· Develop and embed procurement management capability, procedures, frameworks, and policies across the Mutual.

· Partner with a range of stakeholders across the Mutual, to manage strategic supplier relationships, and provide advice and direction across the entire procurement cycle.

· Work alongside key stakeholders who procure across FMG, consolidating our supplier base, providing tender support, helping to meet our sustainability goals and ensuring we comply with required network,  legal/best practice and regulatory obligations.    

· Maximise value, leverage opportunities and identify cost saving opportunities.

· Provide tender support including negotiation and renegotiation of contracts where applicable

· Ensuring supplier contracts are in line with FMG standards including sustainability and data security.
· Identifying trends regarding spend and work with account or responsibility owners on opportunities to ensure we are leveraging the best commercial and wider outcomes 

· Maintaining supplier master data, including contractual information, leveraging our investment

· Contribute to the continuous improvement of processes and policies, ensuring simplicity and ‘fit for purpose’ as key change drivers. Ensure strong change management practice is in place with regard to implementation - recommending, influencing, educating and reporting as required
· Work alongside the Procurement Specialists and the Legal Counsel to ensure appropriate legal compliance is adhered to and contractual obligations are met.  This includes in respect of Health & Safety requirements and obligations. 

· Develop and maintain procurement risk management framework which is integrated with the procurement process and wider FMG framework and actively participate in any risk management discussions at both the strategic and operational level.

· Ensure appropriate protocols are in place to ensure potential and actual conflicts of interest are identified, recorded and managed effectively
· Alongside the Claims Relationship Managers, ensure repairer network relationships are developed, maintained and monitored. 

	Nationwide Property Management
	· Management of FMG’s property portfolio within the terms and conditions and to the obligations set out in each lease; ensuring a tenant focused relationship with Landlords with clear lines of communication.

· Negotiate leases, rent reviews, lease renewals and other variations to the terms and conditions of FMG’s property leases and licenses.

· Ensure adequate documentation is maintained for all properties.

· Provide monthly summary reports of all properties under management to Chief Financial and Investment Officer and Property Committee.

· Ensure compliance with current and relevant legislation.

· Undertake regular inspections of properties.
· Approve, code and pass for payment rent and operating expenses and maintenance items (within delegated authority)

· Maintain strong relationships with landlords, FMG Site Leaders and other relevant stake holders.

· Manage an annual budget – both capex and operating expenses.

· Work alongside Landlords to ensure additions, alterations, repairs and maintenance are carried out as required; ensuring FMG’s W&S requirements and FMG design standards are being met at all times. 

· Lead new offices, fit outs (hard and soft) and alterations . This includes (but not limited too):

· Confirming FMG criteria

· Identifying options for further consultation / approval

· Lead negotiations (commercial, lease, procurement)
· Project manage delivery 

· Manage FMG’s exit from premises ensuring a mutually beneficial exit for all parties, along with make good of the premises.
· Manage FMG’s move to new premises ensuring our employee experience is paramount. 

	Nationwide Facilities Management
	· Management of services relating to the operation of all FMG offices through-out the country to create the optimum working environment for our people

· Co-ordination of all facilities management activities and related projects for FMG’s offices nationwide.
· Ensure on-going compliance for the office environment with New Zealand Regulatory requirements
· Working alongside the Manager Wellbeing & Safety to provide advice and support to Site Leaders ensuring effective contractor management, office security and office hazard risk identification.

· Responsible for the safe and effective management of contractors engaged by Facilities Management team at all of our offices.
· Ensure effective operational emergency plans for all FMG offices.
· Ensuring the Annual Office Checklist and Site Leader Quarterly Checklists are completed supporting Site Leaders and Wellbeing & Safety Coaches.    

· Ensure cost effective administration of FMG’s consumables / stationary / - printing and administrative costs etc across the offices.
· Prepares and manages budgets for Property and Facilities Management for all offices.
· Manages the postal account for FMG.

	People Leadership 
	· Provide clear leadership to direct reports to support achievement of results and ensuring that individual and team performance is managed and measured appropriately

· Manage the on-going coaching and professional development of the team to ensure full competence in their roles 

· Communicate and share information with the team on a regular basis, both formally and informally

· Drive a culture which is underpinned by individual accountability, client/business focus and collaboration.

· Actively looks for and identifies areas for improvement within the team’s business processes.

· Identifies, understands and mitigates the risks that may impact on FMG's strategy, initiatives and reputation. 

· Report regularly to the Financial Investment & Risk leadership team and wider stakeholders to identify opportunities and to celebrate successes.

	Collaboration, Teamwork and Personal Development
	· Share information and resources and provide feedback in a positive and collaborative manner
· Proactively work with Financial Investment & Risk colleagues and other stakeholders.
· Establishes and maintains professional relationships with both internal and external stakeholders

· Role-model the FMG capability development principles; Take ownership for your personal development, seek guidance from your people leader and colleagues, seize and create opportunities in your work and identify areas that FMG should invest which will build your capability and that of others.

	Wellbeing and Safety


	· Support and involvement in wellbeing and safety initiatives 
· Complies with safety and wellbeing policy and procedures, including accident and incident reporting and hazard management requirements

· Works in a safe manner at all times and does not undertake activities without appropriate training


	COMPETENCIES

	*see competency framework for behaviours expected at each level


	Expected Level

	Client Driven (Internal & External)

A commitment to understanding the needs and best interests of both internal and external clients, in order to provide them with outstanding customer service and help them to make informed decisions.
	Advanced*

	Accountability

Taking personal ownership of decisions, behaviour, and development, and being responsible for how these actions impact on the wider organisation and clients.  
	Advanced*

	Adaptability

Demonstrating a willingness to engage in a changing environment and being flexible and comfortable working with change.
	Advanced* 

	Motivation and Drive

The determination to achieve goals and strive for excellence.
	Advanced*

	Relationship Building

Developing and maintaining positive, professional relationships that are built on mutual trust and respect.
	Advanced*

	Team Work

Making a positive contribution to the FMG team and collaborating effectively with others to achieve objectives. 
	Advanced*

	Motivating and Developing Others

A commitment to getting the best out of people and motivating them to reach their full potential.
	Intermediate*

	Change Leadership

The drive to initiate opportunities to address FMG’s organisational needs and to communicate change in a way that gains buy-in and support from others.
	Intermediate*

	Strategic Thinking

The capacity to stand apart from the day-to-day and take a long-term, big picture view of the business.
	Advanced*

	
	

	KNOWLEDGE

	Qualifications
	Relevant Tertiary Qualification desirable eg. Procurement, Property, Real Estate, Finance or other related fields.


	Experience
	At least 5 years’ experience in procurement and/or Property Management roles across multiple locations.  
Experience in managing and developing a team.

	Business Awareness
	Understands the internal workings of FMG and how business works; understands FMG's position in the advice and insurance market and knows the competition.

	Specialist Knowledge
	Property & Facilities Management knowledge.
A comprehensive understanding of the Contract/Tender process and Knowledge of obligations under the NZ Health and Safety legislation.  Relevant degree.


	SKILLS

	Written Communication Skills
	Able to write clear and concise reports, emails and letters.



	Verbal Communications Skills
	Effectively presents information to others, both informally and in meetings.

	Listening Skills
	Demonstrates active listening skills through eye contact, paraphrasing, appropriate body language and checking understanding.

	Risk Assessment Skills
	Can put in place plans to mitigate risks and manage issues.


	Financial Skills
	Able to calculate and understand financial information e.g. profit & loss, forecasts

	Risk Assessment Skills
	Identifies, understands and mitigates the risks that may impact on FMG's strategy, initiatives and reputation.


Relationships
	External
	Internal
	Committees/Groups

	· Property Lease Manager

· Contractors/Suppliers

· Lawyers
· Landlords
	· Vendor Manager
· Legal Team

· Claims Leadership Team
· Procurement Specialists
· Facilities Team

· Site Leaders and Heads of Stations
	· Building Project Teams (BIS, Working Groups)
· Property Committee






Financial Authority Levels

· Refer Delegated Authority Manual

 People and Culture Authority Levels

· May hire direct and indirect reports within approved FTE headcounts.

· May discipline direct and indirect reports in consultation with Manager and People & Culture.

· No authority to dismiss staff, unless delegated by the Chief Executive and in consultation with manager and Human Resources.



Agreement
I agree to the outline of the role as contained in this document and recognise that the contents may need to be amended from time to time to reflect changing business requirements.

I as Job holder, allow my Manager to gather information from third parties where necessary for the purposes of performance management.
Name: ____________________________

Signature: _________________________

Date: _____________________________

Position Description








	5
	



