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Position description 

Position title:  Manager Corporate Services 
 
Position type:   Full-time permanent 
 
Location:  31 Waiapu Road, Karori, Wellington 
 
Reports to: Chief Executive 
 
 

Purpose of the role 
 
This senior management role forms a key part of the strategic leadership team for Zealandia Te Māra a Tāne. 
Together, this team is responsible for ensuring the organisation continues to take significant steps forward in 
achieving its aspirations under the 2016 long-term strategy Living with Nature—Tiaki Taiao, Tiaki Tangata. 
 
The purpose of the Manager Corporate Services role is to provide financial, reporting, office management, 
facilities and staff and volunteer support services to the organisation by managing the following centralised 
functions:   

• Finance: All day-to-day financial functions; budgeting and financial reporting; all financial compliance 
processes and documents 

• People and capability: All contracting and administration, payroll, staff and volunteer welfare, support 
and surveys 

• Health and safety management 

• Facilities management: Office accommodation, the Visitor Centre, and other infrastructure outside the 
sanctuary 

• Planning, reporting and evaluation: Coordination of key organisation planning documents (eg SOI and 
business plans); all compliance reports (eg quarterly reports to WCC, annual report) 

• Office systems: Maintenance of electronic and hard-copy archives; formulation and documentation of 
policies and other organisational protocols, procedures and processes; database management  

• Procurement and contracts  

• IT services 
 

The nature of the role requires strong and positive collaborative working relationships both internally and 
externally to the organisation. Relationships between all senior management colleagues are paramount to 
ensure we achieve optimal outcomes from excellent team working in an organisation where there are a large 
number of operational interdependencies. 
 
The person in the role will be supported by a team of Lead Rangers, whose key responsibilities include 
programme development and delivery, implementation and reporting, business planning, volunteer 
development, resource allocation and cost management, day to day workflow, management and mentoring of 
their direct reports, and induction of staff, volunteers and interns. 
 
Like all members of staff at Zealandia Te Māra a Tāne, the person in this role will be expected to actively 
uphold the principles of Te Tiriti o Waitangi, maintain and promote exceptional health and safety, and support 
the maintenance of biosecurity in the sanctuary.  
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Organisation background 
 
Zealandia Te Māra a Tāne is a world class ecosanctuary in Wellington, New Zealand, with a 500-year vision to 
restore a unique 225ha forested valley. The Zealandia Te Māra a Tāne first generation of restoration effort has 
resulted in flourishing forests and the establishment of many native species, from hihi to tuatara. Looking 
forward, the next generation is focused on ‘Living with Nature—Tiaki Taiao, Tiaki Tangata’. “We connect people 
with our unique natural heritage, and inspire actions that transform how people live with nature in our cities, 
towns and beyond”. This purpose is visible through our leading education, conservation, restoration and 
engagement activities.  
 
Zealandia Te Māra a Tāne is a not-for-profit organisation, and its conservation, restoration and outreach work 
is made possible by an award-winning sustainable business model. Funding currently comes from visitors and 
tours, our café, memberships, grants, sponsorships and donations. Every role in the organisation has some part 
to play in ensuring our 130,000+ visitors, 500+ volunteers and 18,000+ members are cared for and welcomed 
into the Zealandia Te Māra a Tāne community.  
 
As an organisation we honour Te Tiriti o Waitangi. We accord value to te ao Māori (the Māori world), and 
support kaitiakitanga. All staff are encouraged to build capacity and confidence across te reo Māori, tikanga, te 
ao Māori and te Tiriti o Waitangi. 
 

The Zealandia Te Māra a Tāne team 
 
Zealandia Te Māra a Tāne is a medium size organisation, with around 100 people employed in different 
contexts. We pride ourselves on exceptional teamwork which is required from all staff, volunteers and 
members. The dynamic nature of Zealandia means it is an incredible place to extend and challenge yourself, 
have real on-ground outcomes for conservation and community engagement, and to be part of a successful 
team.  Zealandia Te Māra a Tāne is managed by the Karori Sanctuary Trust. To find out more please go to 
www.visitzealandia.com/ 
 

About this position description 
 
As Zealandia Te Māra a Tāne work and priorities change over time, so will the requirements of each of its staff. 
As such, this document is not intended to represent the role that the occupant will perform in perpetuity. This 
position description is intended to provide an overall view of the role and responsibilities as at the date of 
approval. The specifics of the role will be reviewed on a regular basis and adjustments may be made to key 
responsibilities and accountabilities.  
 
This position description details the minimum outcomes required for the position and for employment. 
Zealandia is a seven day per week operation. After hours and weekend work will be required from time to time. 
A non-smoking policy is effective on sanctuary land, with the exception of a designated smoking area. 

 

  

http://www.visitzealandia.com/
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The Corporate Services team 
 
The Manager Corporate Services and their team are responsible for supporting and enabling every area of the 
organisation to deliver on the Zealandia Te Māra a Tāne 500-year vision to restore the sanctuary and ensure 
the long-term sustainability of the organisation. The Corporate Services team provides support to the Chief 
Executive and wider organisation in the key areas of finance, people and capability, health and safety, facilities 
management, budgeting and compliance, reporting, office administration, IT services, and sustainability. 
 

 

Key responsibilities 
 

1. Financial management and reporting 

• Manage the financial operations of Zealandia Te Māra a Tāne through developing, monitoring, co-
ordinating and reporting on all budgets in collaboration with the Chief Executive and other staff, 
ensuring costs are controlled and revenue maximised. 

• Prepare monthly financial reports for the Board and senior management, and other ad-hoc reports as 
required. 

• Produce annual financial accounts including the management of the annual external audit. 

• Co-ordinate the annual budgeting process. 

• Ensure timely reporting and acquittal of financial obligations. 

• Provide statistical information as and when required. 

• Maintain and monitor financial delegations. 

• Manage the organisation’s insurance requirements. 
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2. People, capability and culture  

• Manage all aspects of People and Capability including: 
o Recruitment processes and administration 
o Employment agreements 
o Induction programmes 
o Payroll 
o Leave processing 
o Managing and filing confidential people and capability data 
o Employment questions and issues 
o Exit interviews 
o Volunteer coordination, support and development 

• Oversee and maintain a strong, professional relationship with Wellington City Council’s People and 
Capability services and be Zealandia’s point of reference for all up-to-date information on People and 
Capability best-practice, guidelines and regulations. 

• Oversee employment procedures, ensuring all managers and team leaders are appraised of our People 
and Capability policies and procedures and have the tools to recruit, induct and train their own staff 

• Conduct, analyse and report back on results from an online staff and volunteer satisfaction surveys. 

3. Health and Safety 

• Manage all Health and Safety risks and issues as the Zealandia Te Māra a Tāne safety officer. 

• Maintain and champion a safe environment at Zealandia Te Māra a Tāne, including looking after the 
health and wellbeing of all our people and those who visit through: 

o adherence to the Zealandia Te Māra a Tāne code of conduct to support a healthy, safe and 
enjoyable work environment. 

o helping Zealandia Te Māra a Tāne to be an accident-free worksite and safe visitor experience. 
o all employees taking responsibility to work towards keeping a safe and healthy work 

environment by practising safe work methods, identifying workplace hazards and using 
appropriate safety equipment. 

• Create a workplace that facilitates positive mental wellbeing for all our workers. 

• Ensure that our health and safety practices and policies are aligned with best practices across New 
Zealand and comply with the Health and Safety at Work Act 2015. 

• Prepare health and safety reporting including key data trends for the Chief Executive and the Board. 

• Lead the Zealandia Te Māra a Tāne Health and Safety Committee.  

4. Facilities management  

• Manage installation and maintenance of all Zealandia Te Māra a Tāne facilities including all 
buildings/fittings, grounds, vehicles, boats, interpretive displays, A.V equipment, seats, signage to 
agreed standards and within budget. 

• Update, monitor and evaluate asset management processes and procedures on a regular basis.  

• Ensure public and staff facilities are maintained to the highest standards making Zealandia Te Māra a 
Tāne a welcoming, accessible and internationally recognised Eco Tourism destination. 

• Manage contractors effectively to ensure all work is performed to the agreed standard and within 
budget 

• Manage all IT services, including maintaining document management system, computer networks, 
security, software licences and user connectivity, rapid response to all cyber risks, and management of 
all IT providers who support ongoing maintenance and improvement of IT systems. 

5. Strategic and operational planning and implementation 

• Support the Zealandia Te Māra a Tāne strategic direction through operational and business planning 

• Draft and agree SOI with Board, Chief Executive and staff. 

• Draw-up annual business plan(s) in collaboration with CE and staff. 

• Deliver business plan objectives specific to Corporate Services. 
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• Develop and implement other operational plans, policies, and procedures as required. 

• Develop, maintain and monitor business continuity and quality assurance plans for the organisation. 

• Deliver all reporting requirements against plans (eg quarterly reports and annual report to WCC)  

• Provide expert advice to the Chief Executive regarding financial, stakeholder, office management and 
staff support services within the organisation. 

6. Team leadership 

• Work effectively and collaboratively with the wider Zealandia team to ensure organisational priorities 
are achieved. 

• Lead and manage all direct reports, providing direction, motivation and leadership to ensure 
achievement of the organisation’s objectives.  

• Establish performance and development goals for staff through personal development plans, assessing 
performance and providing regular feedback. 

• Develop business plans and budgets, oversee delivery within budget and ensure adherence to delegated 
financial authority. 

• Conduct regular team meetings to disseminate and share information. 

• Develop a positive people focussed team culture that contributes to the organisational culture. 

• Manage the induction and training of team members.  

• Lead by example in embracing Zealandia Te Māra a Tāne policies on environmental consciousness and 
sustainability. 

7. Relationship Management 

• Establish and nurture excellent, professional working relationships with all key stakeholders  

• Be the point of contact between Zealandia Te Māra a Tāne and Strategic Pay, the organisation’s job 
evaluation provider. 

• Foster and champion a can-do philosophy and provide an exceptional service to all customers, internal 
and external. 

• Work effectively and collaboratively as a team to ensure organisational priorities are achieved. 

8. Te Tiriti, mātauranga and te ao Māori 

• Work with internal teams to support the organisation’s drive to embed mātauranga and te ao Māori 
throughout our work. 

9. Sustainability  

• Lead the Zealandia Te Māra a Tāne Green Team and support the team to act as champions regarding 
sustainability best practice and opportunities for improvement across the organisation. 

• Create a strong sustainability culture across the organisation. 

10. Biosecurity 

• We have a shared responsibility that the sanctuary is maintained as an environment free of mammalian 
pests, allowing restoration progress to be made against the 500-year vision 

• Ensure all team members and volunteers take Zealandia Te Māra a Tāne biosecurity seriously, following 
staff guidelines for entry checks 

• Ensure all Corporate Services activities adhere to biosecurity processes and standards  

 
NOTE: This is not an exhaustive list of all responsibilities and expectations for this role and other 
duties may be required from time-to-time. The precise annual performance measures for this position 
will be discussed and agreed with the postholder as part of the performance management process.    
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Key relationships
Internal: 

• Chief Executive 

• Board members 

• Corporate Services team 

• Senior Leadership team 

• All Zealandia Te Māra a Tāne staff 

• Volunteers 

External: 

• Outsourced service providers 

• Stakeholders 

Person specification 
 
Qualifications 

• A chartered accountancy qualification would be an advantage, or a tertiary qualification in a field related to 
the leadership of Finance, People and Capability and/or Health and Safety functions. 

 
Key experience and skills 
The preferred candidate will have proven experience in the leadership of a Corporate Services function, including: 

• A successful track-record in: 
o the leadership and management of financial operations, analysis and budgeting at a senior level 
o People and Capability management, including a sound understanding of a wide range of relevant 

principles and practices, and knowledge of relevant employment legislation  
o understanding and application of Health and Safety best practice 

• Sound business acumen 

• Demonstration of analytical and strategic thinking 

• Excellent oral and written communication skills, including ability to prepare logical, well-argued and structured 
planning documents, applications and reports 

• Ability to develop and implement strategies, operational guidelines, policies, and procedures 

• Experience of working successfully within a complex, multi-stakeholder environment 

• Understanding technical facilities issues and an ability to contribute to seeking and implementing solutions 

• Effective team leadership and ability to bring out the best in people 

 
Personal Attributes 

• A big picture, strategic thinker with proven leadership ability  

• Effective relationship development and management with strong influencing skills and an ability to maintain 
positive relationships with all stakeholders 

• Team player  

• Able to implement planned strategies, be attentive to detail and results driven  

• Well-organised, motivated and a self-starter with a positive, can-do attitude who works well under pressure  

• Takes personal responsibility and accountability 

• Ability to develop creative and practical solutions 

• Understands the dynamics of a not-for-profit organisation with a strong community foundation 

• Willing to learn tikanga, mātauranga and te reo Māori and have a proactive attitude to furthering own 
knowledge. 

• Willing to get involved and do whatever it takes to achieve targeted outcomes 

• Able to work flexible hours (evenings and weekends) when required, and be on call to ensure smooth 
operations.   

 
Current: June 2021 


