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POSITION DESCRIPTION





	Reports To:
	National Education Manager

	Location:
	Any SLSNZ main office.
(Auckland, Mt Maunganui, Gisborne, Wellington, Christchurch, Dunedin)

	Position Status:
	Part-time role, 25 hours per week
Fixed term until 30th June 2026

	Direct Reports:
	Nil

	Key Relationships:
	National Education Team
All regional and national staff
Chief Examiners, Examiners, Instructors, Facilitators
Training providers and suppliers
SLSNZ Members

	Date Prepared:
	5th January 2026




ABOUT SURF LIFE SAVING NEW ZEALAND
As Aotearoa’s leading beach & coastal safety, drowning prevention, and rescue authority, we are truly unique, delivering proactive lifeguarding & essential emergency rescue services, a range of public education beach safety programs, member education, training & development, and a highly respected sport. With New Zealand having one of the highest rates of drowning (per capita) in the OECD, we are committed to changing this with a vision to have zero preventable drownings on our beaches.

We do all this as a charity and rely on the generosity of the public, commercial partners, foundations, and trusts for donations and financial contributions in order to lead and support our incredible front-line volunteer lifeguarding services. SLSNZ is the national association and represents 74 surf lifesaving clubs with 18,000 + members, including more than 4500 volunteer Surf Lifeguards. Our lifeguards patrol over 80 locations in summer, as well as providing emergency call-out rescue services throughout Aotearoa - saving hundreds of lives each year and ensuring thousands return home safe after a day at the beach.


OUR VALUES
Collaboration • Integrity • Respect • Wellbeing • Fun


POSITION PURPOSE
This role's purpose is to lead the education administration support for all member education awards and qualifications within our framework. This includes;

1. Processing and administration of all completed member education awards and courses. 
2. Advice and technical support to clubs and the education team around database, website, awards and courses.
3. Promote the member award framework and qualifications so they are well understood by members. 




KEY RESPONSIBILITIES

	Operational

	· Administer the Member Education email inbox and workflow from this inbox.
· Input national and regional awards and qualifications to agreed quality standards.
· Distribute certificates and letters to successful national and regional award recipients.
· Manage application document and image filing and archiving.
· Manage missing pre-requisites for all courses.
· Produce reports from the SLSNZ CRM database and the online learning management system for member awards and modules.
· Develop ideas and new initiatives for award processing improvements.
· Troubleshooting and appropriate guidance to clubs around ad hoc issues they may face.
 

	Leadership & Culture

	· Be an active participant in the strategic planning of the National Education Team.  
· Support and advocate for a positive staff culture that has a strong  learner-centered ethos to deliver better outcomes for the membership.
· Be an advocate for Education and Surf Lifesaving New Zealand in relevant forums.

	Health, Safety, Risk and Welfare (HSRW)

	· Ensure up-to-date HSRW policies and procedures are considered and implemented as required in relevant course and award administration. 





SKILLS & QUALIFICATIONS

Essential
· High-level oral and written communication skills, including attention to detail. 
· Strong digital literacy and experience, including Microsoft suite of products and experience working with a Customer Relationship Management (CRM) tool, websites and/or other technology platforms.
· Strong time management skills.
· Demonstrated capacity to develop strong internal and external stakeholder relationships.
· Integrity to work unsupervised. 
· Passion to perform and contribute to SLSNZ.
· Strong networking and relationship-building skills.
· The ability to relate to people at all levels. 
· Knowledge and experience across charitable, not-for-profit, sporting or volunteer organisations.
· Experience in document and file management systems.
· Previous administration experience. 
· Knowledge of the Surf Lifesaving education framework and award structure. 
Desirable
· Tertiary level qualification in relevant discipline e.g. Administration 
· Learning Management System (LMS) administration experience


PERSONAL ATTRIBUTES
Leadership:
· Empowers and inspires others. 
· Consistently demonstrates professionalism.
· Positively represents team members and SLSNZ.
· Strong work ethic and personal drive.

Relationship Building:
· Able to map current networks.
· Seeks to grow and enhance networks.
· Builds rapport and trust.
· Known and spoken well of by others.
· Able to manage conflict.

Planning and Alignment:
· Takes personal ownership of tasks and activities.
· Develop clear plans to achieve goals.
· Monitors progress against plans and takes action when things get ‘off track’.

Collaborative Decision Maker:
· Consult with others to ensure everyone is working together.

Leading Change:
· Makes the case for change.
· Implementing change.
· Sustaining change.
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