
TE KĀHU TIU | POSITION DESCRIPTION 

Te Kāhu Tiu | Operations Manager 

Operations Manager 
POSITION DESCRIPTION 

REPORTS TO Programme Director 

DIRECT REPORTS Drivers and Peer Support Workers 

LOCATION Te Kāhu Tiu, Reikorangi, Kāpiti 

About Te Kāhu Tiu 

Te Kāhu Tiu is a land-based therapeutic and vocational day programme for rangatahi tāne aged 15–19 in the youth justice system. 
From a 35-hectare property in Reikorangi Valley, the programme brings together therapy, land-based mahi, education, cultural 
connection and whānau engagement to support rangatahi to step into their mana and build positive futures.  

Te Kāhu Tiu is a charitable trust with Level 2 Social Services Accreditation and an Outcome Agreement with Oranga Tamariki. The 
organisation is growing and is strengthening the systems and funding base needed to support future expansion. 

Position purpose 

The Operations Manager enables the programme team to focus on rangatahi by taking ownership of the operational infrastructure 
behind programme delivery. This broad, hands-on role ensures Te Kāhu Tiu remains compliant, safe, financially well administered 
and operationally effective, while building practical systems that can scale as the organisation grows. 

The role works closely with the Programme Director and Programme Manager, supports the Board on governance, finance and 
compliance matters, and directly manages Drivers and Peer Support Workers. Most responsibilities are delivered personally, with 
external specialists engaged for defined accounting, legal, HR, IT and health and safety support. 

Key accountabilities 

1. Operations, facilities and systems 

• Coordinate day-to-day operations across the site, facilities, equipment, supplies, contractors and vehicle fleet. 
• Manage building, lease, food safety, transport and insurance requirements, ensuring renewals and obligations are 

tracked. 
• Coordinate IT, cyber security, devices, software licenses, access and external technical support. 
• Improve operational processes and develop fit-for-purpose systems that can support growth. 

2. People leadership and HR administration 

• Directly manage Drivers and Peer Support Workers, including rostering, supervision, performance support and cover 
arrangements. 

• Coordinate employment agreements, onboarding, leave records, staff files and annual performance reviews.  
• Manage employment relations and organisational change processes, engaging external HR or legal advice where required.  
• Support the onboarding of rangatahi and manage attendance tracking, contact lists, and programme records. 

3. Finance, reporting and governance 

• Approve payroll and payments, monitor budgets and cash flow, and oversee invoicing, receipts and grant income tracking. 
• Act as the primary liaison with the external accountant and coordinate year-end audit requirements. Note: The external 

accountant is responsible for processing payroll and maintaining leave records, and the full bookkeeping function 
including accounts payable/receivable, bank reconciliations, PAYE, GST, and regular financial reporting. 

• Coordinate the annual Oranga Tamariki contract renewal and Oranga Tamariki invoicing, reporting and contract 
administration. 

• Prepare operational and financial content (with the help of the external accountant) for Board reporting and coordinate 
Board papers and minutes with the Programme Director. 

4. Fundraising and funder administration 

• Maintain effective day-to-day funder administration, including reporting, acknowledgements and routine correspondence. 
• Prepare smaller and mid-scale grant applications and support the Programme Director on major funder and donor 

relationships. 
• Maintain grant tracking and research new funding opportunities. 
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5. Health and safety 

• Lead health and safety administration across the site and programme, including policies, hazard management, audits and 
site inspections. 

• Administer Safe 365, incident reporting and the training register, ensuring mandatory training remains current and 
evidenced. 

• Identify and escalate notifiable events and coordinate advice from external specialists where required. 
6. Compliance, accreditation and safeguarding 

• Maintain the Social Services Level 2 accreditation framework, policies, records and evidence trail, and lead future re-
accreditation activity. 

• Maintain a central register of regulatory, contractual and filing obligations, including Charities Services, local authority, 
building, food safety, fleet and insurance requirements. 

• Administer policy compliance, Children’s Act safety checking and vetting cycles, privacy and client records requirements. 
• Maintain incident and complaints records, ensure follow-up actions are completed, and coordinate required reporting. 

What success looks like 

• The programme team is well supported to focus on rangatahi and programme delivery. 
• Financial and people processes are well administered, with risks identified and addressed early. 
• Board, funders, regulators and external providers receive timely, accurate and professional information. 
• Compliance, accreditation, safety and reporting obligations are current, evidenced and completed on time. 
• Operational systems are reliable, practical and increasingly scalable. 

Skills and experience 

• Broad, hands-on operational experience gained in a small-to-medium NGO, charity, social service or other regulated 
environment. 

• Experience across at least two of the following: operational administration, compliance or quality assurance, health and 
safety, HR and people management, finance oversight, or grant writing. 

• Strong administrative judgement and the ability to manage a varied workload independently, including periods of 
increased demand. 

• Experience coordinating relationships with government agencies, funders, professional advisers, contractors or other 
external stakeholders. 

• Confidence with cloud-based systems and accounts software such as Xero, with the ability to learn new platforms 
quickly. 

• An understanding of safeguarding, Children’s Act, health and safety and accreditation obligations, or the demonstrated 
ability to become effective in these areas quickly. 

• Alignment with the kaupapa of Te Kāhu Tiu and a commitment to mana-enhancing practice for rangatahi and whānau. 
• A relevant tertiary qualification (desirable). 
• A full driver’s license. 

Personal attributes 

• A practical, self-managing generalist who is comfortable moving between strategic priorities and detailed administration. 
• Proactive, organised and calm under pressure, with sound judgement and strong follow-through. 
• Collaborative and relationship-focused, while able to take clear ownership of decisions and deliverables. 
• Comfortable working in a growing organisation where systems are still being developed and responsibilities may cross 

functional boundaries. 

Key relationships 

Internal: Programme Director; Programme Manager; Drivers and Peer Support Workers; wider kaimahi; Board of Trustees. 

External: Oranga Tamariki; Te Kāhui Kāhu; funders and donors; external accountant, auditor, legal, HR, IT and health and safety 
advisers; local authorities, insurers and service providers. 

 


