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CONSERVATION PROJECTS COORDINATOR POSITION DESCRIPTION

Position Title: Conservation Projects Coordinator
Location: Tūhaitara Coastal Park
Hours of Work: Permanent Full-Time (37.5 hours per week equivalent)
Date: 10.09.2024

ORGANISATION CONTEXT
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The Trust

Te Kōhaka o Tūhaitara Trust was established under the Ngāi Tahu (Tūtaepatu Lagoon Vesting) Act 1998, set up between the council and Te Rūnanga o Ngāi Tahu to manage and administer the Tūhaitara Coastal Park. 

The park covers over 700 ha of land along the coastline from the Waimakariri River mouth North to the Waikuku Beach township, which is founded on and expresses strong ecological, conservation, and cultural values. As a coastal park it provides a range of opportunities to preserve Ngāi Tahu values, retain and enhance biodiversity and offer recreational and educational experiences for all people of New Zealand. 

sTe Kōhaka o Tūhaitara Trust has three trustees appointed by the Waimakariri District Council and three from Te Rūnanga o Ngāi Tahu.

Our Vision

To foster the restoration and rehabilitation of mature, indigenous coastal wetland ecosystems. Restore values of te mauri o te wai, biodiversity, mahinga kai species health and ecosystem function with nationally recognised excellence in conservation success, environmental education and recreation opportunities.


Our Mission 

To create a coastal reserve which is founded on and expresses strong ecological, conservation and cultural values and provides opportunity for compatible recreation and education activities for all people of New Zealand and to uphold the mana of Ngāi Tahu whānui by protecting and enhancing the mahinga kai values of Tūtaepatu Lagoon



PURPOSE OF THIS POSITION


[bookmark: _Hlk174698058]The purpose of this position is to both support the General Manager with their office work, as well as to support the Rangers with their field work. 
The position is part of a small, collaborative team. It requires a diverse range of work, and delivery of both long-term projects and daily reactive work. 
The focus of the office work is project management, fund-raising, reporting, communications and restoration ecology. It includes the planning of the work programme in collaboration with field staff.
The field work component of this position involves a commitment to the restoration of Tūhaitara Coastal Park, maintenance activities and services such as environmental enhancement, enforcement, responding to emergencies, education and working with volunteers.






KEY RELATIONSHIPS


	Responsible To: General Manager


	Internal
	External

	· General Manager
· Ranger Education & Visitor Services
· Ranger Ecology & Maintenance
· Ranger Taiao
· Casual Staff
· Trustees
	
· The Settlors – Waimakariri District Council and Te Rūnanga o Ngāi Tahu
· Te Ngāi Tūāhuriri Rūnanga Incorporated
· Environment Canterbury
· Department of Conservation
· Fish and Game North Canterbury
· Schools
· Education providers
· Recreation providers
· Volunteers
· Interest groups
· Wider community






KEY RESULT AREAS

	Area of Responsibility – and lead/support role
	Measure (successful when)

	Office-based work:

	Project Management - Lead
 

	Actively participates, alongside the General Manager, in managing the Trust’s projects. These varied projects across the fields of business, restoration and maintenance are well managed.


	Administration - Lead
	The administration work of the Trust is completed.


	Fund Raising - Lead
	Funds are identified and applied for successfully. Tracking of spend across projects and reporting to funders is completed.

	Reporting - Support
	Reporting to funders, settlor partners and others is completed in a timely and accurate level.

	Business and Finances - Support
	Support the GM with the Trust’s business ventures, financial planning and tracking.

	Communications - Lead
	Information about the vision and mission of the Trust is communicated to all stakeholders. This includes; traditional media, social media, community newsletters.

	Public interaction - Support

	Representing the Trust in external meetings, and answering the door for walk-ins at the office. Members of the public are communicated with in a respectful way. Any queries are responded to in a timely manner and accurate information is provided.


	Work Programme Planning - Support
	Actively participates, in conjunction with the General Manager and field staff, in creating the work programme for staff


	Community Liaison - Support
	Recreation working groups, restoration volunteers, community planting events with education ranger.

	Maintain an effective partnership with Mana Whenua.
	Mahinga kai practices are supported.

	Restoration Ecology - Support

	The agreed annual staged restoration of Tūhaitara Coastal Park is supported in an efficient and timely manner.

	Field-based work:
	

	Ranger Services
	Field work includes park maintenace, compliance, pest animal and plant management, planting and education.







PERSON SPECIFICATION

	Cultural Competencies

	
Essential

· Reasonable understanding of Tikanga Maori

Desirable

· Reasonable knowledge of Ngāi Tahu/Ngāi Tūahuriri history, Te Kereme, Ngāi Tahu/Ngāi Tūahuriri values
· The ability to use Te Reo in the context of the role (Mihimihi, Karakia Timatanga/Kai/Whakamutunga)



	Education / Qualifications

	
Essential

· Bachelor’s Degree in environmental management, natural sciences, project management or other relevant qualification.
· OR A minimum of three years’ equivalent experience in environmental restoration, or natural sciences - or project management in the not-for-profit sector.
· Be a ‘Person of good Character’ and able to work with children and vulnerable people (NZ Police vetting)
· A clean Class 1 NZ Drivers Licence

Desirable
· First Aid Certificate
· Growsafe standard certificate






	Attributes

	
Essential

· A strong awareness of and affinity for the needs and aspirations of mana whenua
· Passion for conservation
· Highly organized with excellent time management and planning skills.
· Committed to continuous professional and personal development, and comfortable receiving and offering feedback
· Enjoy working in a team and comfortable with a range of communication styles.
· Be a creative thinker and value diversity.
· Be physically capable of carrying out the activities of the role.
· Enjoy interacting with the public and maintaining good relationships with locals and visitors to the park 
· A strong commitment to health, safety and well-being 
· A sense of humour and fun!




	Skills

	Office Skills

Essential
· Project Management Skills
· Work Programme Planning skills 
· Reporting skills, tracking, and communication for management of funding allocation towards projects.
· Budget management – basic ability with quotes, invoices and budget tracking
· Conservation skills such as creating planting plans and pest management plans for restoration both terrestrial and aquatic
· Competent with Microsoft Office software including Outlook, Word, Excel and Powerpoint and the ability to learn new software such as TrapNZ, GaiaGPS, etc.


Desirable
· A basic understanding of Te Reo Māori.
· Connections to mana whenua, or the ability to build them
· Fund-raising experience
· Business and finance skills and experience to grow our enterprises in areas such as subdivision development, forestry, camp grounds, farming and hospitality 
· Accounting Skills - tracking of funds and collaboration with accounting team 
· Event management skills for delivering community events in the park
· Professional External Communications Skills and ability to communicate work and ideas in the park to different age groups and through different media channels.
· Electronic mapping skills.
· Skills using Xero accounting software 

Field Skills

Essential
· Physically capable of doing field work to maintain and develop the park infrastructure, ecology and landscape. 
· Field work may include park maintenance, compliance, pest animal and plant management, planting and education. 

Desirable

· Experience working within a publicly accessible park, reserve, or conservation area.
· Experience doing compliance work with the public
· Experience working with contractors.
· Experience in trail and infrastructure maintenance and development
· Experience operating a range of machinery and equipment for park maintenance activities
· Experience in planting restoration programmes
· Experience in pest plant and animal control







KEY REQUIREMENTS FOR ALL TRUST STAFF

	Model the Trust’s tikanga, values of rangatiratanga, chieftainship, tohungatanga, excellence, katakana, stewardship and manaakitanga, respect.

	Maintain an effective partnership with Mana Whenua.

	Take all practical steps to ensure your own and other employees’ safety as well as the safety of members of the public.

	Notify your manager of any hazard or potential hazard.

	Ensure that the Hazard Register is developed and maintained.

	Manage electronic information of all activities within the Trusts corporate business and information systems according to information management policies and procedures.

	Actively participate in providing solutions or suggesting better ways to do things.

	Participate in training programmes and assist effectively in ranger services and emergency management.





AMENDMENTS TO POSITION DESCRIPTION

From time to time it may be necessary to consider changes in the position description in response to the changing nature of our work environment, including technological requirements or statutory changes. 

Position Description reviewed and updated by: Kaiwhakahaere – General Manager -  Nick Moody                                                                       Date:3rd September, 2024
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