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Job Description: Communication Support 
Te Pou Whakawirinaki o Te Whanganui-a-tara Citizens Advice Wellington (CAW)

Part‑time – Flexible | Up to 4 hours per week | Living Wage

About Te Pou Whakawirinaki o Te Whanganui-a-tara Citizens Advice Wellington
Citizens Advice Wellington has been a trusted part of the local community for over 50 years. Our mission is to empower people with clear, accessible information so they can understand their rights, navigate challenges, and connect with the support they need.
We support clients from all backgrounds and ages and stages, through walk-ins, phone calls, emails, and live chat. Our service is free, confidential, and delivered by a dedicated team of trained volunteers across five branches: Central Wellington, Johnsonville, Karori, Kilbirnie, and Newtown.
We’re a friendly, community‑driven organisation that values empathy, clarity, and connection.

Position Overview
The Communication Support Role plays a key part in how we share information, celebrate our work, and stay connected with the organisations we partner with.

This is a great role for someone who enjoys storytelling, content creation, and keeping communication channels fresh and engaging.
Working up to 4 hours per week, this part‑time role offers flexibility — perfect for students, early‑career communicators, or anyone wanting meaningful, community‑focused work.
You will be supported by Citizen Advice Wellington staff, the Board, and our national umbrella organisation, CABNZ.

Key Responsibilities
1. Newsletter Development (Quarterly)
· Lead the creation, writing, editing, and layout of our quarterly partner newsletter.
· Collect updates, stories, and insights from across our branches.
· Work with staff and volunteers to highlight relevant issues, trends, and community needs.
· Ensure the final product is engaging, accurate, and aligned with CAB Wellington’s objectives.
2. Regular Communications & Content Posting
· Share regular updates via our communication channels (e.g., website, social platforms, internal comms as needed).
· Create short, clear, audience‑friendly posts that celebrate successes, highlight events, and share useful information.
· Ensure all communication reflects our values of neutrality, approachability, and professionalism.
3. Support Learning & Development Activities (As Time Allows)
· Assist with organising or promoting learning and development events for volunteers.
· Help develop or share accessible learning resources.
· Support the coordination of internal communications around training sessions or events.
4. Collaboration & Continuous Improvement
· Build positive working relationships with staff, volunteers, Board members, and partner organisations.
· Identify opportunities to improve communication processes, templates, or tools.
· Maintain confidentiality, professionalism, and ethical standards.

About You
You don't need years of experience — we’re more interested in the right attitude, creativity, and communication strengths. You’ll thrive in this role if you enjoy connecting with people and turning information into engaging, meaningful content.
We’re looking for someone who is:
· A self‑starter who is comfortable managing their own time and projects.
· Collaborative, respectful, and keen to engage with a diverse team.
· Passionate about communication, community work, learning, and helping others grow.
· A confident communicator, both in writing and in person.
· Professional and trustworthy, with an understanding of ethics, privacy, and confidentiality.
· Detail‑oriented, ensuring accuracy and clarity in all communications.
Bonus points (not all required):
· Experience writing newsletters, blog posts, or social media content.
· Interest in community work, social issues, or supporting volunteers.
· Studying or experienced in Communications, Public Relations, Journalism, Marketing, or related fields.


What We Offer
· Flexible working hours (fit around study, work, or life).
· The chance to build real communication experience for your CV or future career.
· A supportive environment with mentoring from our team and CABNZ.
· A meaningful role that genuinely contributes to the wellbeing of Wellington communities.
· Living Wage pay rate.

How to Apply
If you need more information about the role, or the process please contact:
Carin Sundstedt — General Manager - welcab@cab.org.nz
Applications close: 26 February 2026

Jan 2026
image1.png
Citizens
Advice




