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An exciting opportunity to become a Programme Coordinator . . .

Dunedin Workers’ Educational Association (WEA) Te Wāhi Ākoranga o Ōtepoti, a not-for-profit organisation, is seeking an enthusiastic, community minded part time Programme Coordinator to manage our adult education classes.  The person we are looking for will work in a fixed-term position 10 - 12 hours per week during the school terms with some additional hours available in school holidays. There is flexibility in this role to work from home, with some hours based at the South Dunedin Community Network rooms. A computer and cellphone will be provided for the successful applicant.   

About Us
Dunedin Workers’ Educational Association (WEA) Te Wāhi Ākoranga o Ōtepoti, a not for profit organisation offering classes to adults to help them lead fulfilling, contented lives.  We promote lifelong learning through a range of classes in the arts, culture and sustainability areas.  Our programme offers a variety of new and interesting classes that respond to the identified needs of our community. Based in South Dunedin, available to adults over 18 years, regardless of gender and/or ethnicity, we strive to keep our classes financially accessible to our students. 

About You 
You will have a passion for community-led development and will demonstrate an ability to work in a flexible, changing environment. You will have a warm, friendly personality and will be self-motivated, non-judgmental, patient and trustworthy. 
You will need to be comfortable working without supervision while reporting directly to the  President, or her delegate. Tasks include managing enrolments, supporting tutors to deliver classes and oversight of the class booking system.  You will also be responsible for ensuring implementation of our health and safety policies and practices and will maintain a positive relationship with the South Dunedin Community Network team where most of our classes are held. Experience with Google Workspace and Microsoft Office including Google Drive, Gmail, Google Docs and social media platforms are desirable. Previous experience working with Xero and ‘not for profit’ or community funding applications would be an advantage. 

Interested?  
The pay rate for this role is $28 - $30 per hour.  A detailed list of duties is attached (Appendix 1).   For further information email the President of Dunedin Workers’ Educational Association, Te Wāhi Ākoranga o Ōtepoti, Mary Geary at hello@dunedinwea.org.nz 
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	Full Name:
	

	Email Address:
	

	Contact Phone Number:
	

	Address:
	



	Tell us about yourself and outline why you think this position is for you:

	

	Describe any involvement you have had with community groups:

	

	What previous experience would you bring to the Project Coordinator role? 

	

	What skills and qualifications, relevant to this position, do you have?

	

	Please provide a summary of recent employment: [previous 5 years]
	



	Referee name and contact details: (Two preferred)
	

	Police Disclosure agreement:
	I agree to DWEA carrying out Police vetting if the preferred candidate.
               Please tick


	Signature & Date:
	




Please forward the completed application form and cv to hello@dunedinwea.org.nz by noon on 5 May 2026.







Appendix 1
Dunedin WEA Programme Coordinator List of Duties
Key Performance Indicators include:
· Supporting the delivery of a termly selection of classes; 
· Maintaining a positive working relationship with tutors, and supporting them in their roles;
· Compiling, publishing and distributing a newsletter each term;
· Maintaining a positive relationship with the governance committee through the President or her delegate;
· Maintaining a positive liaison with the South Dunedin Community Network Manager and staff and other stakeholders (eg. Grant facilitators);
· Fulfilment of the following list of tasks:-

Programming
· Develop the term-by-term programme in liaison with tutors; 
· Contract tutors in collaboration with the committee through the President;
· Update and maintain a tutor’s handbook as required;
· Carry out tutor induction with new tutors; 
· Upload courses and maintain records on BookWhen, our electronic course booking system;
· Publish class rolls for tutors;
· Liaise with venue providers, tutors and students to ensure the smooth running of classes;
· Sight Community Services cards, where applicable;
· Monitor and receipt payments following up unpaid course fees, where applicable;
· Gather student feedback from courses from time to time and provide a report of findings to the committee;
· Provide administrative support to tutors – photocopying course notes etc.

Finances
· Monitor BookWhen, our class booking system and record all enrolment fees received in BookWhen and Xero, using correct categories for each transaction;
· Administer and provide information to our external Payroll system;  
· Manage spending on our Kiwibank debit card;
· Work with the Treasurer to prepare an Annual Performance report; 
· Provide information, as requested by the committee, to strengthen our grant applications and provide data for our accountability reports;
· Provide information to the Treasurer as required;
· Maintain Inventory/Register of Assets.



Committee Servicing
· Follow up on tasks agreed to at meetings;
· Provide support to committee members.

Reporting
· Meet at least once per month with the President, or her delegate;
· Provide a monthly Programme Coordinator’s report to the governance committee; 
· Provide termly data to the governance committee;
· Provide annual statistical data, as requested by the committee, as part of the Annual report.

Reception
· Respond to day-to-day enquiries, escalating to the President where appropriate.

Health and Safety
· Ensure our Health and Safety procedures, as outlined in our handbook, are followed;
· Follow SDCN Health and Safety procedures are followed when on site;
· Report any Health and Safety incidents to the committee at our monthly meetings.

Communication with Members
· Maintain and keep current our mailing lists – members, tutors, committee etc;
· Prepare a newsletter once a term, in liaison with the Chairperson, and publish on our website;
· Support the governance committee to keep our website current and relevant;
· Develop advertising and market courses using social media platforms such as Facebook;
· Respond to complaints following the process outlined on our website, escalating to the committee where appropriate.  

The Programme Coordinator reports directly to the DWEA President, or her delegate.
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