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Administration & Operations Angel – Maternity leave 12 month Contract  

Job description  

Purpose of Position: To support the daily administration, communication, connection and operational duties 
so that the organisation’s purpose is fulfilled and our mahi continues to deliver positive outcomes.  

What you’ll get: a halo; purpose; connection to a community of awesome humans; mahi that feels meaningful. 

Key relations with operational team, volunteers, the community at large, including whānau and tamariki, 
management, programme facilitators, businesses and sponsors  

• Employment: Fixed term Oct 2026-Nov 2027 (Immediate start-training on less hours)   

• Hours: 25-30 hours p/week Mon-Thursday.  

• On Site-Kerikeri Office  

• Wages: $50-$55k  

Summary: What we are looking for is someone who is warm, trustworthy and reliable. They must be an 
exceptionally clear and articulate communicator, able to adapt their style to ensure they are easily understood 
by both tamariki, whānau and all community partners. This is essential for effectively supporting whānau, 
navigating complex social service systems, building  and maintaining trust in high-stakes conversations, and 
representing the Trust to external partners.  The successful applicant will be efficient and adaptable with a 
high tolerance for changing situations.  They’ll have great organisational skills as well as high level social skills. 

Key Tasks:  

• Communicating clearly and effectively with whānau, volunteers, Angel Partner organisations, 
businesses and community supporters in a range of situations, both one on one and group settings. 

• Coordinating daily office systems, under instruction, including various admin and general comms 

• Collaborating in a small team environment to keep us flying (from grocery shopping, donation sorting, 
& packing to managing emails, data and spreadsheets)  

• Collaboratively ensuring effective delivery of all Bald Angels projects and programmes 

• Helping coordinate local events, outreach, awareness and community engagement 

• Communicating & Coordinating volunteer engagement  

• Connecting comfortably in a wide range of social and cultural networking situations  

You will 

• have excellent communication skills (verbal, written) and delivery appropriate to our local culture  

• will be culturally grounded, respectful, and inclusive 

• will be supportive of LGBTQIA+ takatāpui + MVPFFPAFF+ 

• value all people regardless of age, gender, ethnicity, identity, ability 

• want to do good, feel valued and make a difference for vulnerable tamariki & whānau 

• be authentic, honest and have excellent listening and communication skills 

• support the organisation and efficiency of daily office and project operations 

• make it a priority to understand tasks, procedures and methods-you will ask questions  

• be well organised and efficient with good time-management skills but will be flexible and able to pivot 
quickly 

• be self-motivated and able to show initiative and resourcefulness and will also take direction 

• will not mind getting your hands dirty (we all do all the stuff!) 

• enjoy working in a small team that values respect, honesty and integrity 
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• value the integrity of this organisation and uphold the values and principles at all times  

You will have a commitment to: 

• Improving the wellbeing & life outcomes of vulnerable rangatahi, whānau and community, with a 
focus on inclusivity, equity, respect and mana  

• Te Tiriti ō Waitangi & Te Ao Māori Principles 
• Our values: te ao Māori principles-pono (honesty), tika (integrity), aroha (care), mana (being 

honourable, trustworthy, principled) and tapu (respecting the sacredness of being) 

• Te Whare Tapa Wha model of wellbeing across our community and including in our working 
environment. 
 

Qualifications and professional expectations 

• Essential: proficient in Microsoft Office suite (TEAMS, Outlook, Excel, Word, etc.) 

• Essential: Excellent written and verbal communication skills 

• Essential: Ability to multi-task, organize, and prioritise work 

• Essential: Proven experience record or relevant tertiary qualification-young graduate would be 
considered 

• The ability to pass a Police Check and a clean Drivers Licence-essential (prior record may not 
necessarily exclude opportunity to apply) 

 
To Apply: email Thérèse Wickbom at tw@baldangels.org.nz 

with Letter and CV -subject line: ADMIN ANGEL Maternity Leave  

Join us in caring for and empowering the next generation! 

 
 


