Job Description: Kaicycle Business Development Manager
September 2026

Location: 
Work from home or shared office space and at 5 Hospital Road
Various meeting locations in Wellington City

Hours: 15-20 hours per week 

Pay rate: $34.00 per hour

Start date: 2nd November  

Key relationships
Reports to: Governance Group
Works with: Kaicyclists, Kaicyclist Team Lead, Composting Operations Manager, Community Farm Managers, Governance Group

Role purpose
This role is responsible for expanding and maintaining Kaicycle’s customer base for its low-carbon, e-bike commercial food scrap collection and composting service in Wellington;
coordinating the day-to-day operations of the collection service, acting as the main point of contact between customers and staff. 
Alongside the Kaicyclist Team Lead, managing and supporting the team of cyclists to ensure the collections are completed reliably and safely each week.


Core responsibilities

· Sales & marketing: Develop digital campaign - create content (brochures, newsletters) - run local digital adverts - community outreach
Prospect and acquire new customers (small businesses, corporate offices, local organisations and residents) for our weekly e-bike food scrap collection service.
· Customer service: Manage the sales cycle from initial cold outreach to closing and onboarding. Pitch the unique value proposition of our low-carbon service, emphasizing waste diversion metrics and community impact reporting; champion the customer experience
· Operations: Oversee service delivery; report health & safety incidents; identify and resolve hazards & risks; identify and implement operational improvements & efficiency gains
· Team: Recruit, onboard and support cyclists (alongside the Kaicyclist Team Lead); coordinate staff updates & hui; work closely with the Kaicyclist Team Lead & Composting Operations Manager

Required equipment
The employee is responsible for providing:
· An appropriate workspace with internet access (shared workspaces available if required)
· A personal computer and up-to-date antivirus 
· A smartphone and suitable data plan

Required skills, experience, and attributes 
· Proven track record in B2B sales and account management
· Experience in client liaison and customer service
· Experience in managing operations & logistics
· Strong alignment with sustainability, circular economies and community resilience
· Excellent organisational skills and time management - balancing a range of tasks during the week
· Excellent communication, presentation, and negotiation skills.
· Self-starter mindset with the ability to work independently in a growing social enterprise/charity context.
· Highly self-motivated and reliable, able to self-manage and shows initiative 
· Strong attention to detail and good record-keeping
· Excellent interpersonal skills, works well as part of a team and in a leadership role
· Cultural competency
· Ability to use Google Workspace apps
· Legal right to work in New Zealand

Desirable skills, experience, and attributes  
· Experience in a leadership position in a small business or nonprofit 
· Experience with automating processes
· Experience with Squarespace or other website software (training can be provided)
· Understanding of te reo Māori me ōnā tikanga and Te Tiriti o Waitangi 
· Full drivers’ licence (current and valid NZ or overseas licence) 


Weekly schedule:
There is flexibility over which days are worked across the week, although being present on collection days (Wednesdays & Thursdays) is helpful to support smooth operations. Some week-to-week variability is to be expected, for example, supporting events and open days on weekends. 

