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	Position Description

Team Leader – Human Resources & Admin/Finance

	Start Date
	February 2009



	Service
	Organisational Development/Sustainability, Human Resources, Administration and Finance (OSHAF)



	Job Purpose
	The Team Leader - Administration and HR directs, plans, organizes and implements the Christchurch Women’s Refuge organisational sustainability, human resources, administration and finance functions.



	CWR Mission
	Christchurch Women’s Refuge works with women and children providing crisis intervention, education and support that allows them to develop strategies for living fulfilled lives free from violence.


	Reports to
	Manager, Annette Gillespie


	Staff Responsibilities
	· Administration Support
· Office Administrator

· Fundraising and Marketing Coordinator

· Volunteer Fundraising Group



	Other Key Internal Relationships
	· Manager
· Contract Services Team Leader
· Women’s Services Team Leader
· Children’s Services Team Leader


	Hours
	Full Time - 37.5 hrs per week.


	Location
	Christchurch Women’s Refuge city community office (central city location)


	Annual Leave
	4 weeks per annum 



	Strategic Responsibilities
	· Organisational sustainability, strategic planning, and resources generation

· Fundraising

· Human resources planning, development and management

· Accounting, budgeting, financial planning and reporting 

· Overall administrative management.




	Specific Duties
	1. Develops, plans and implements objectives for the human resources, resources generation, finance and administration functions.
2. Directs, oversees and participates in the OSHAF’s work plan; assigns work activities for human resources, finance, administration and fundraising projects and programs; monitors the work flow; reviews and evaluates work outputs, methods and procedures; and implements improved work process.

3. Reviews, develops and administers internal policies and procedures to ensure organisational constitutional compliance with current employment legislation.
4. Leads in the preparation, implementation and monitoring of CWR Annual Strategic Planning, Annual Budget, Annual Funding Plan and Annual Report; supervises data gathering, government contracts compliance and financial planning work associated with core funding and resources generation and maintenance.
5. Oversees and monitors expenditures (includes approval of purchase requisitions) and the preparation and maintenance of financial records and reports, e.g. fundraising, contract funding, general ledger, accounts payable, accounts receivable, payroll, job costing, inventories, budgets and FA.
6. Oversees the maintenance of CWR’s records and files including the hard copy, database and electronic files; administers liability claims and property insurance programs.

7. Manages information technology support services for the organisation including installation, maintenance and upgrade of both hardware and network based applications.
8. Conducts organisational and financial reviews of CWR’s operations and activities, reporting findings and recommendations to the Manager 

9. Attends management meetings, prepares and presents staff reports and agenda items for consideration by the Manager and/or Governance as to CWR’s human resources, resources generation, financial planning and administration needs. 

10. Interviews and hires new staff, both salaried and volunteer; prioritises, assigns and reviews work; approves leave (time off) for payroll purposes, and prepares employee performance evaluations; monitors and participates in employee relations activities within the organisation.
11. Coordinates CWR’s institutional activities; provides advice and support to the Manager, and Team Leaders on a variety of human resources, financial and administrative issues.
12. Performs other tasks not inconsistent with the role as required.




	Performance Expectations


	Exceeds Expectations

▲
Is constantly seeking to improve his/her understanding of CWR values and mission and position responsibilities.
▲
Takes a proactive approach to achieving CWR and position objectives accurately, efficiently and thoroughly and within agreed timeframes.

▲
Is supportive, honest, non judgemental and understanding in all dealings with staff, clients, project partners and stakeholders.
▲
Records and communicates completed and incomplete work using appropriate systems, processes and reports.  
▲
Communicates honestly, positively and appropriately with management team.



	Essential Skills and Attributes Required
	▲   A belief in, and commitment to, the CWR mission including the ability to integrate feminist philosophy into work practices.

▲    Knowledge and ideally significant experience in HR, Finance and Administration. (Including an understanding of the Treaty of Waitangi and employment legislation)

▲    Strong interpersonal skills including empathy and the ability to be completely nonjudgmental (e.g. sexual orientation, ethnicity, etc).

▲    Enthusiasm, optimism and energy.

▲    Excellent written and verbal communication skills.

▲    Conscientiousness.

▲    A genuine willingness to learn.
▲    Strong problem and analytical ability 

▲    Ability to live a life free from all forms of violence and abuse including physical, sexual, psychological and emotional.

	Technical Skills Required
	▲    Excel, Word and email 

▲    MYOB

▲    Access

▲    IT (Networks, software and hardware) 
▲    Website management


Annette Gillespie
Christchurch Women’s Refuge 
January 2009
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