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POSITION DESCRIPTION
	Position
	Coordinator – Commercial Support (Full-time, 30 Hours)

	Reporting to:
	General Manager Commercial Operations 

	Working relationships:
	Group CEO/General & Group Managers                                    
	Governance Groups and Board Representatives

	
	NWNADL BU Managers              
	Rūnanga Kaimahi

	
	NWNADL Kaimahi
	Commercial Groups

	
	External: 
· Contractors and Service Providers
· Commercial Partners and Suppliers
· Funding Agencies and Investment Partners
· Government Agencies and Regulatory Bodies
· Industry Organisations and Sector Representatives
· Consultants and Professional Advisors
· Stakeholders, Whānau, Hapū and Iwi Representatives

	Staff responsibility: 
	NIL

	Job purpose 
	The Coordinator Commercial Operations is a part-time position (up to 30 hours per week) responsible for providing high-level coordination, project administration, and operational support across Ngā Wairiki - Ngāti Apa Developments Ltd (NWNADL) and its commercial business units.
Working closely with the General Manager, Commercial Operations and Business Unit Managers, the role supports the successful delivery of commercial projects, operational initiatives, contracts, funding programmes, reporting obligations, stakeholder engagement activities, and compliance requirements across a diverse portfolio of businesses and assets.
The Coordinator serves as a central point of coordination among managers, staff, contractors, funders, suppliers, and governance groups, ensuring that information is accurate, actions are tracked, deadlines are met, and projects progress effectively.
This position requires a highly organised and proactive individual who can work independently, exercise sound judgement, manage competing priorities, and maintain a high level of professionalism, discretion, and attention to detail in a dynamic commercial environment.



	WHO ARE WE

	Te Rūnanga o Ngā Wairiki – Ngāti Apa and its associated group of entities have specific responsibilities to work with our whānau, hapū, and iwi to protect the values of Ngā Wairiki – Ngāti Apa. We operate in alignment with our tikanga principles, known as “Ngā Paiaka Matua.” The values are outlined in the following 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 70 staff and this number is growing as a range of direct local investments take shape.  Our core strategic themes are:	
· Whakarato – Serve
· Tūhono – Engage
· Hapū Ora – Hapū development
· Tiaki – Protect
· Whakatupu – Grow
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 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.



	THE ROLE

	The Coordinator, Commercial Operations role is a key support role within Ngā Wairiki – Ngāti Apa Developments Ltd (NWNADL), responsible for coordinating and supporting a broad range of commercial, operational, and project activities across the organisation's business units and assets.

Working closely with the General Manager, Commercial Operations, and Business Unit Managers, the role coordinates stakeholder engagement, project delivery, contracts, reporting, funding initiatives, asset management, and operational administration. The position acts as a central point of organisation, ensuring information is accurate, deadlines are met, actions are tracked, and business activities are delivered efficiently.

This is a hands-on role suited to a highly organised and proactive individual who enjoys working across multiple workstreams, building strong relationships, and supporting the successful delivery of organisational objectives. The successful candidate will be comfortable managing competing priorities, exercising initiative, and working independently while maintaining a high level of professionalism and attention to detail.

Expected Hours and Location
· Up to 30 hours per week.
· Based primarily at Harakeke Berry Farm, with travel required between NWNADL business units and operational sites.
· Some flexibility in hours may be required to support meetings, stakeholder engagement, and operational priorities.



	DUTIES AND RESPONSIBILITIES

	Commercial Coordination
· Coordinate activities, projects, and workflows across NWNADL business units.
· Maintain project plans, action registers, and milestone tracking.
· Monitor deadlines and support the delivery of strategic and operational initiatives.

Contracts, Funding and Compliance
· Maintain contract registers and monitor key obligations, compliance requirements, and reporting deadlines.
· Support funding applications, accountability reporting, and associated documentation.
· Coordinate procurement and administrative processes in accordance with organisational policies

Reporting and Governance Support
· Coordinate information required for management and Board reporting.
· Prepare reports, presentations, meeting papers, and supporting documentation.
· Maintain document management systems and track actions arising from meetings.

Stakeholder Engagement and Communications
· Coordinate meetings, workshops, stakeholder engagements, and site visits.
· Manage communications, scheduling, and follow-up actions with contractors, suppliers, funders, consultants, and other stakeholders.
· Represent NWNADL professionally and positively in all interactions.

Systems and Operational Support
· Maintain databases, spreadsheets, registers, and operational records.
· Support data collection, analysis, and reporting requirements.
· Maintain asset registers and assist with operational planning and coordination activities.
· Identify opportunities to improve systems, processes, and efficiencies across business units.

Health and Safety
· Comply with all health and safety policies and procedures.
· Promote a positive health and safety culture and take reasonable care for personal safety and the safety of others.

General Provisions
· Maintain confidentiality and protect commercially sensitive information.
· Demonstrate behaviours consistent with Ngā Paiaka Matua.
· Undertake other duties reasonably required to support NWNADL operations.



	AUTHORITY

	Operations 
· All procurement processes 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.

Finance
· Administrative finance tracking (e.g. budget spreadsheets)
· Administration duties and coordination related to financial aspects of projects, such as invoicing, purchase orders, budget tracking, and deliverables.   

	EXPERIENCE, SKILLS AND QUALIFICATIONS

	Essential:
· Experience in a coordination, executive support, project administration, contract administration, or similar role. 
· Advanced Microsoft Office skills, particularly Outlook, Excel, Word and Teams. 
· Strong written communication and document preparation skills. 
· Proven ability to manage multiple priorities and deadlines simultaneously. 
· Experience maintaining systems, records, and reporting processes. 
· Ability to work independently with minimal supervision. 
· Strong attention to detail and problem-solving skills. 
· Full New Zealand driver's licence.
Desirable:
· Experience supporting governance or Board reporting processes. 
· Experience working with funding contracts and reporting requirements. 
· Experience in project coordination or commercial operations.



The above statements are intended to describe the general nature and level of work being performed by the job holder.  This job description is not intended to be an exhaustive list of all responsibilities, or skills required of the job holder.  From time to time, the job holder may be required to perform duties outside of their normal responsibilities as needed.
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