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Position Description 

ENGAGEMENT MANAGER 

Learning – Volunteering – Visitors 
 

 

POSITION DESCRIPTION 

 

POST TITLE:  Engagement Manager 

RESPONSIBLE TO: General Manager – Guardians of the Bay of Islands Inc. 

CONTRACT RATE:  Indicative rate - $28 to $32 per hour 

CONTRACT TYPE: One year, average 40 hours a week, 48 weeks of the year – contract renewal subject to 

performance and funding 

LOCATION: Bay of Islands based – Russell office with opportunities to work from home 

PRIME FUNCTION: Developing and delivering learning, volunteering, and visitor engagement programmes 

CLOSING DATE: Applications close 5pm on Friday 3rd April 2020 – see below for more details 
 

PURPOSE OF POST 

 

 

We are looking for someone who is passionate about inspiring conservation action amongst a range of stakeholders, 

has significant experience in conservation and environmental education, and who can support and lead our Project 

Island Song engagement programmes. Our engagement programmes cover learning, volunteering, and visitor 

experiences. 

 

Being able to demonstrate a high level of innovation and enthusiasm to motivate, support, and inspire others to get 

involved in our work is essential. The post holder will need to communicate well with a range of people, and will be 

able to demonstrate their ability and passion for people and wildlife.  
 

Although this is a new role, as components of the position are already in operation the first few months will focus on 

delivering existing programmes. Volunteers and schools are a big part of our target audience. However, this role will 

also enable additional engagement programme development, and we have the opportunity to empower broader 

community and visitor engagement opportunities. We therefore ideally want someone who is great at both 

programme development and delivery.  

 

This is a great opportunity for someone who wants to make a real and lasting contribution. If this is your passion, we 

would love to hear from you. 
 

Background information: Project Island Song is a unique partnership between the community group the Guardians 

of the Bay of Islands (the contractor), Te Rawhiti hapū Ngati Kuta and Patukeha, and the Department of 

Conservation. This partnership is dedicated to restoring ecological balance to the islands of the Eastern Bay of Islands 

(Ipipiri). Drawing together the energy, talent and culture of local people to bring the birdsong back to Ipipiri, note by 

note.  
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MAIN DUTIES 

 

ENGAGEMENT 

• Be a point of contact for engagement, current and prospective  

• Effectively recruit, manage, develop and retain volunteers 

• Facilitate learning to a range of audiences, including schools, kura, community, and visitors 

• Build and manage relationships internally with colleagues to ensure that volunteering and learning needs are 

understood and met in the most effective way possible 

• Build and manage relationships with potential volunteer and learning providers throughout the community, 

including corporates and public funded organisations 

• Effectively promote and market all engagement opportunities in newsletters, online, and at events  

• Management and development of engagement introduction events 

• Ensure there is appropriate support, development, and training opportunities with in engagement programmes 

• Manage and maintain policies and procedures relating to volunteering and learning 

• Work with team members to manage and maintain engagement communication and marketing  

• Ensure effective recognition is in place for all volunteers and learners 

• Design, introduce, and embed new engagement opportunities  

• Monitor, evaluate, and report on engagement activities and programmes 

 

PLANNING AND DEVELOPMENT 

 

• Keep up to date with volunteering, learning, and safeguarding policies and procedures relevant to the role 

• Engagement programme forecasting, budgeting, funding development, and reporting  

• Make links with engagement personnel in other similar organisations, learn and share good practice 

• Develop and maintain effective and compliant administrative systems and records  

• Attend relevant internal and external meetings 

• Contribute to the organisation planning process by providing regular reports and feedback 

 

GENERAL 

• Work co-operatively with colleagues and encourage good teamwork, clear communication and common practices 

• Abide by health and safety guidelines and share responsibility for own health and safety and that of volunteers  

• Create a positive working environment in which equality and diversity are well managed, dignity at work is upheld 

and team members can do their best  

• Identify own learning and development needs and take steps to address these  

• Carry out any other tasks within the scope of the post 

• Attend events and meet programme stakeholders as required; this will occasionally involve working out of hours 

and travel  

• Operate within the law at all times, with particular reference to health and safety; safeguarding; equality and 

data protection legislation  
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PERSON SPECIFICATION 

 

This section details the skills, knowledge and personal qualities that we believe are desirable for the position. We ask 

applicants to demonstrate capabilities to fulfil these requirement where possible: 

 

Experience 

Experience of working with volunteers 

Demonstrated educational and learning delivery experience   

Developing learning and volunteer led programmes 

Experience of budgeting, funding development, and reporting 

Experience or an understanding of funding development 

Experience of writing copy for media releases, websites and social media 

Skills and Knowledge 

Knowledge of the learning and volunteering sector, and its current challenges & opportunities 

Knowledge of Health and Safety Regulations relating to learning and volunteering 

Excellent verbal and written communication skills 

Comfortable with tikanga and te reo Māori 

Excellent organisational skills, ability to demonstrate flexibility whilst managing and prioritising a range of 

tasks 

Excellent IT competency 

Personal Qualities 

Ability to build strong relationships at all levels, internally and externally 

Ability to work independently and manage time well, good judgement in when to involve stakeholders 

Capacity to inspire and motivate others, and get the best out of people 

Confident with an assertive but friendly and approachable manner 

An interest in wildlife and wild places, and a commitment to the work of Project Island Song 

Other 

Willingness and ability to work occasional non-standard hours    

Eligibility to work in New Zealand 

Full Police checks will be required 

Access to motor vehicle and a full valid driving license 
 

 

 

Expressions of interest including a cover letter and CV may be sent to info@projectislandsong.co.nz or 

posted to: 
 

Expression of Interest 

Guardians of the Bay of Islands 

PO Box 689 

Kerikeri 0245 
 

Closing Date: All expressions of interest must be received by 5pm on Friday 3rd April 2020. 

 

 
 

 


