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	DETAILS

	Position Title
	Kaitakawaenga - Rangatahi Programme Co-ordinator

	Reports to
	Te Puna Manager

	Status
	Part time, Fixed Term 

	Location
	Marton

	Date
	October 2025

	Salary
	

	Key Relationships
	Group CEO 
Group Operations Manager
Te Puna and Te Kotuku Hauora Managers
Te Runanga o Ngā Wairiki Ngāti Apa kaimahi
Ngā Wairiki Ngāti Apa Whānau, Hāpu and Iwi
Industry Networks and Providers



	WHO ARE WE?

	
Te Rūnanga o Ngā Wairiki – Ngāti Apa and its associated Group of entities has particular responsibilities to work with our whānau, hapū and Iwi to protect Ngā Wairiki – Ngāti Apa values for the environment, as well as to lead an iwi response to climate change and protecting and growing remaining biodiversity within the rohe.  We work in alignment with our tikanga values, called “Ngā Paiaka Matua”.  These values are listed in the next section.

The Rūnanga has operated since 1989, and has made significant gains, including the completion of Treaty settlements, which has seen an asset base returned to the Iwi, the management of which has been delegated to Ngā Wairiki – Ngāti Apa Developments Limited.  The iwi has experienced considerable growth since 2011 when Treaty assets were received.    The Rūnanga Group now employs in excess of 30 staff and this number is growing as a range of direct local investments take shape.  At the same time, the Group is growing its range of social and taiao programmes aligned to the direct investments and asset development

Our core strategic themes are:
	
· Whakarato – serve
· Tūhono – engage
· Hapū Ora – hapū development
· Tiaki – protect
· Whakatupu – grow

Our promise:  We are who we say we are, and we do what we say we will do.

Our organisational objective:  To translate our core values, Ngā Paiaka Matua, into meaningful and achievable practices and behaviours.












	NGĀ PAIAKA MATUA

	Manaakitanga
Care and Respect

	Treating people with unconditional care and respect.  This behaviour will define the culture of our Rūnanga, as a place of warmth and hospitality, where everyone feels equal, and everyone feels welcome. Mana enhancing behaviour is to be a theme in all that we do.  


	Te Reo me ngā Tikanga
Culture and Language

	Our Rūnanga will teach, learn, uphold and use our reo and our tikanga and will become a hub for the revitalisation of these taonga tuku iho.
  

	Kotahitanga 
Unity

	Working with others in many shapes and forms to achieve positive outcomes for everyone.  This Rūnanga will value relationships and partnerships, and will continually put sustainable positive outcomes for whānau, hapū and community ahead of self interest in everything that we do.  


	Wairuatanga
Spirituality

	It is understood that our ancestors were deeply spiritual people.  Our Rūnanga will uphold tikanga that accommodates karakia and practises from both the te ao tawhito (pre-European) and Christian foundations handed down by our tupuna.   Additionally, our Rūnanga will be a place of spiritual and religious tolerance and freedom.  


	Whanaungatanga 
Sense of family connection and belonging

	This Rūnanga is a place where our whānau, hapū and Iwi, local Māori, Pasifika and the community at large are drawn and they feel they belong.  


	Kaitiakitanga
Guardianship

	Caring for our environment is the challenge of our generation.  Our Rūnanga will work with our hapū to protect and enhance the physical environment in which we live in everything we are associated with.  This is vital work to ensure a sustainable future for our mokopuna and generations to come.  


	Rangatiratanga
Leadership

	Demonstrating leadership to uphold Ngā Paiaka Matua and represent our Ngā Wairikitanga and our Ngāti Apatanga, consistent with the values of our tupuna.  Rūnanga leadership will be proud, committed, passionate and authentic in all that we do on behalf of our whānau, hapū and Iwi.


	Whakapapa
Genealogy 

	Revered lines of descent from ancestors such as Paerangi and Ruatea and many other famous ancestors are central to our identity and our unity as Ngā Wairiki and Ngāti Apa.   This Rūnanga will work with our hapū to collect, record and share whakapapa as a hub where our people can reconnect.


	Ūkaipōtanga 
Love for our tupuna whenua and wai

	Ancestral lands, wetlands, lakes, rivers, streams and the ocean are central to Ngā Wairiki and Ngāti Apa identity.  This Rūnanga will work in a way that puts our people back in contact with their whenua and wai in a manner that fosters real love for these places.  This love for our tupuna whenua and wai is to be shared with the community to foster understanding and to promote our values and identity.




	PURPOSE OF ROLE

	
Are you passionate about helping our Rangatahi in their pursuit to career and life success?

Te Rūnanga o Ngā Wairiki-Ngati Apa has a great opportunity to run a Rangatahi  programme which will focus on building participants in the areas of employability, hauora (health and wellbeing), education pathways and general life skills. Delivery of this programme through a Te Ao Maori structure in alignment with Nga Paiaka Matua is a must. The programme will be made up of several different components, including but not limited to:


· Workshops and/or training sessions
· Projects and presentations
· Outings/field trip exposures
· Workplace and education provider campus tours
· Procurement of guest speakers and expert facilitators
· Budgeting, cooking and other basic life skills
· Confidence building activities
· Activities and workshops relating to employment preparation and education pathways


The successful candidate does not need to be an expert in all these areas but will need to utilise their expert programme planning and facilitation skills to bring in the right people and open the right doors to create exposure to the many opportunities available to our Rangatahi in their pursuits to career success. Our main objective is to prepare Rangatahi and pipeline them into mahi or career pathways, drawing upon pastoral and other supports to ensure sustainability. 




	DUTIES AND RESPONSIBILITIES

	
The following is not an exhaustive list of skills required or responsibilities to be undertaken in the role.  Flexibility is important and other tasks that can reasonably be undertaken taking into account both capacity and capability will become an expectation as the role requires.

Administration 
· General administration duties this will include data entry, reporting and typing, use of Microsoft Word, Excel and PowerPoint. 
· Record daily attendance
· Field trip and offsite permission forms for those who require them
· Manage incoming tasks and distribute work to personnel internal and external as appropriate
· Other duties as requested by Management
· Provide weekly reporting


Participate in Te Puna Staff Meetings 
· This includes any/all meetings/training sessions that are essential to the execution of job functions

Travel 
· Successful candidate will be responsible for transporting course participants each day, to and from campus, outings and other excursions – van supplied

Health & Safety 
· Understand and endorse health and safety initiatives and safe work practices, on and offsite
· Ensure any incidents are lodged in Safe 365 and follow up on supporting documentation 

Continuous Improvement
· Participate in document development and control processes

Professional Development
· Knowledge and skills are enhanced through a commitment to ongoing learning appropriate to the position

Te Reo me Ngā Tikanga
· Use Te Reo and uphold tikanga wherever possible.

General Provisions
· Actively participate in Te Rūnanga o Ngā Wairiki Ngāti Apa Group Kaupapa activities including attending hui, karakia, whakawhanaungatanga, waiata sessions etc.
· Uphold the principles of Whānau Ora – working across teams and functions; acknowledging the unique skills and abilities all kaimahi bring.
· Maintain an accurate and up to date understanding of Rūnanga Group policies and that these are upheld at all times.
· Ensure the health and safety of yourself as well as others in the working environment, upholding organisational health and safety policies and procedures at all times.
· Proactively promote Te Rūnanga o Ngā Wairiki – Ngāti Apa in a positive light in all activities.




	AUTHORITY

	
Operations 
· All procurement process will follow the Ngā Wairiki – Ngāti Apa Developments Limited Procurement Policy. Any procurement recommendations will be supported by two quotes and approved by the Group Finance Manager.
· The position is authorised to contact the Te Rūnanga o Ngā Wairiki - Ngāti Apa administration team to access assistance with day-to-day operations.

Finance
· No delegated authority.  
· Will be required to work within allocated budgets.
· Ensuring that all receipts are retained and given to the Te Puna Administrator.








	WHAT ARE THE COMPETENCIES FOR THIS POSITION? 

	
Communication
· Ability to communicate in a clear and consider manner to ensure flow of information is clearly understood
· Has empathy with the role of Rūnanga to provide multiple bottom-line benefits for the Iwi that it represents, including, but not limited to; financial profits, employment outcomes, cultural revitalisation, health and social outcomes, environmental sustainability and economic outcomes 
· Has a natural and open manner and a level of self-confidence which helps generate trust and good working relationships

Personal Accountability & Integrity
· Is known as reliable and demonstrates a conscientious approach to work
· Ability to always maintain a confidential and professional manner
· Is highly organised
· Time management through the ability to prioritise and carry a high and varied workload
· Clearly demonstrates integrity in difficult situations, proactively shares information and viewpoint and encourages this in others.  Does the right thing.
· Has a flexible approach to work demands and is prepared to take on tasks within own area of expertise for the good of the Team
· Is engaged and enthusiastic regarding role and responsibilities 
· Takes straightforward actions to address development needs of self and team
· Sets team goals in relation to Administration team 
· Is naturally mindful of potential conflicts of interest and is respectful of the need to manage conflicts to protect the interests of the Group

Problem Solving
· Ability to look at the big picture to plan and work through a process to reach the required result
· Demonstrates solid decision making, always using good logic and rationale

Technical Ability
· A good level of computer literacy
· Working knowledge of Microsoft Office and other data system applications 




	WHAT EXPERIENCE, SKILLS AND KNOWLEDGE ARE REQUIRED?

	
· Proven ability to work effectively in a team 
· Organisation and strong planning skills
· Quality and accuracy of work
· Strong work ethic
· Proven ability to maintain strictest confidentiality with issues and commercial information
· Proven interpersonal and communication skills










	WHAT ARE THE KEY PERFORMACE INDICATORS

	
· Team achieves required results and performs well 
· People feel safe at work and Health and Safety is seen as a priority
· Marketing material is fit for purpose and up to date
· Information presented both written and verbal is clear and easily understood
· The timeliness of the ‘turn around’ of work
· The level of proactive support and organisational ability shown/given to the Group Operations Manager with respect the handling of responsibilities and general assistance
· Strong relationships and networks are in place that will enhance the role
· A high level of credibility is achieved
· An effective flow of communication and close working relationship is maintained across the company
· Excellent customer service is provided to all stakeholders




	Role Requirements

	
· Full New Zealand Driver Licence is required as part of this role
· Applicant must pass a New Zealand Police Vetting check, this will include vetting completed under the Vulnerable Children’s Act 2014.  You will need to ensure that you provide the required Evidence of Identity documents as part of this process
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