


JOB DESCRIPTION
	


POSITION TITLE:	Onboard Services Manager

BUSINESS UNIT:	Southern Discoveries

LOCATION:		Milford Sound
	


Position Objectives
· Manage day-to-day operations on board all vessels, providing tourist information, always ensuring workplace and passenger safety to all clients of Southern Discoveries.
· Play a key role in the training of both senior boat hosts and new crew members.
· Coordination of boat host responsibilities and onboard procedures
· Serving guests.
· Food safety and preparation.
· Stock maintenance and rotation.
Reporting Responsibility
· This position immediately reports to Cruise Operations Manager and liaises with Skippers.
· For part of their duties, this position may also be required to liaise with the onboard Chef.
· For part of their duties, this position may also be required to liaise with the Food and Beverage Stores manager.
Staff Reporting to this Position:
· Senior Boat Hosts
· Nature Guides /Boat Hosts
· Galley Hands
	Key Duties 
	Outcomes 

	1.1 Health & Safety 
	· [bookmark: _Hlk488656788]Under the Health and Safety at Work Act (HSWA) 2015, all staff must take responsibility for health and safety, and ensure wherever practicable and reasonable that they, or others, are not harmed by something they do, fail to do, or do incorrectly.
· Promptly report any accident, incident or near miss that occurs in the workplace using the appropriate procedure. 
· Maintain a safe working environment by monitoring safety procedures and equipment. 
· Train crew in Health & Safety matters including effective use of equipment/chemicals in accordance with manufacturers’ instructions.
· Be proactive in ensuring all operating procedures are adhered to including identifying and acting upon any new hazards or risks.
· Liaise with the Cruise Operations Manager regarding Health and Safety improvements and ensure appropriate action is taken in a timely manner. 
· Attend, participate, and if required, lead departmental Health & Safety meetings, and encourage staff participation. 
· Assist passengers in case of emergency and be observant of guests to ensure general safety.

	Undertake and apply any safety training that may be required.
	· Full awareness of all safety procedures and systems and onboard hazards.

	Stock Control
	· Maintain appropriate stock levels at an optimum level of freshness, with minimum wastage.
· Liaise with the Food & Beverage manager to ensure appropriately level of stock is maintained on all vessels.
· Organise and oversee end of month stock takes.

	Recruitment, training, and supervising Boat Hosts.
	· Assist the Cruise Operations Manager with recruiting and inducting of new boat host hires.
· Assist the skippers with the maritime training of new crew.
· Oversee crew training in accordance with the Food Control Plan.
· Ensure all crew have the skills to perform the duties outlined in their job description, and that they complete these duties to a high standard. 
· Train the senior boat hosts in how to complete crew duties training.
· Assist with rostering of boat hosts.
· Assist Cruise Operations Manager with appraisals
· Manage performance and conduct issues with the support and guidance of the Cruise Operations Manager and the HR Manager

	Ensure compliance with The Sale and Supply of Alcohol Act 2012 including The Sale of Liquor Act Amendment Act 1999 and any other relevant regulations relating to the sale and supply of liquor.
	· A legally compliant and safe drinking environment.

	In consultation with the Cruise Operations manager and skippers, regularly review and update training, cleaning, maintenance, and stock rotation schedules.
	· Efficiency and thoroughness in all aspects of the business.

	Food preparation:  Oversee daily food preparation of sandwiches and picnic boxes as required.
	· High quality food preparation and presentation.

	Food Hygiene:  Follow food handling and storage policies, to HACCP standard.
	· Maintain high food hygiene standards in accordance with the Food Control Plan.
· Contribute to the Food Control Plan.

	Daily and periodic cleaning and equipment maintenance:  
· Review schedules and rosters regularly, and update as required, ensuring a balance of duties between staff members. 
· Perform cleaning and maintenance duties as rostered.
	· Ensure that the vessels are maintained to a level of cleanliness for maximum customer and staff satisfaction, safety and hygiene, and attractive appearance. Ensure that equipment is maintained for maximum life of equipment, optimal performance, and high hygiene and safety standards.

	Create a safe and memorable journey for passengers.

	· Be observant of passengers’ actions to ensure their safety. Interact with guests whenever time and duties permit.

	Serving patrons.
	· Ensuring optimal quality of experience for patrons, and maximum sales, within “good host” restrictions.

	Other Tasks
	· Deputise for the Cruise Operations Manager when absent.
· Carry out other tasks that the company may reasonably ask you to complete i.e. In the temporary absence of crew undertake this role. 
· Acknowledge that your role may develop to include other tasks and in addition to those listed above.
· Plus any other tasks that the Employer may reasonably ask you to complete.


You acknowledge that your role may develop to include other tasks in addition to those listed above.
Position Profile
The position is suitable for a person with a desire to live and work in Milford Sound, accepting the remoteness of the business, and the climatic and environmental factors that occur in Fiordland.

Key relationships:
Internal
· Cruise Operations Manager – perform requested tasks efficiently and to a high standard. Provide feedback on operations and staffing of the vessels.
· Skippers - perform requested tasks efficiently and to a high standard especially regarding crew training.
· Galley and Office Staff – liaise regularly and work closely. Maintain a good working relationship.
· Nature Guides / Boat Hosts – regular consultation that may include meetings, to ensure crew are fulfilling their role as outlined in their job description, and to fulfil the position mission for this position. Maintain a good working relationship.
External
· Patrons – serve in a friendly, efficient manner.
· Tour Leaders – when appropriate, liaise in a manner that reflects well on Southern Discoveries.

Qualifications, Experience, and Attributes
Essential
· At least 3 years’ relevant experience 
· Qualified Deck Crew – Internal or Maritime NZ qualification.
· Be physically fit and able to work on vessels, including during rough conditions and/or for the purpose of assisting guests in the case of an emergency.
· Excellent organisational and communication skills.
· Ability to work both under direction and without supervision.
· Previous customer service experience
· Previous supervisory experience
· Safety conscious and conversant with Health and Safety and Maritime safety regulations.
· Comfortable with living and working in a remote environment.

Desirable
· Food handling/hygiene certificate.
· A thorough knowledge of Fiordland National Park, and surrounding areas.
· Current NZ Duty Manager’s Managers Certificate.
· Class 1 NZ Licence or equivalent. 

I have read and understood this position description (please initial each page as acknowledgement)
Name:_____________________________________________
Signed:_____________________________________________
Date:_______________________________________________





Last updated by the Cruise Operations Manager: 30 January 2026

