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Position Application Guidelines 
 
Applications open 15 November 2021 and close at 5pm Friday 10 December. 
 
All applicants are required to present their Curriculum Vitae in any manner they wish, 
along with a cover letter. 
 
The applicant’s fit for the Key Tasks and Personal Attributes must be specifically 
covered in either the cover letter or in the CV. 
 
This position will be advertised on the REAP Wairarapa website, Email Tree, Wairarapa 
Times Ages, and in the Midweek. 
 
Please contact Peter McNeur, REAP Director 027 222 7690 with any questions you 
have about this position. 
 
Applications must be emailed to:  
 
vacancies@reapwairarapa.nz 
 
NB: Hard copy applications will not be accepted. 
 
 
Key Dates 
 
Advertisement opens  15 November 2021 
Applications close   10 December 5pm  
 
 
Successful Applicant will ideally begin sometime in January, (to be negotiated) 
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About Ngā Pūmanawa Tūpuna (NPT) 
NPT is a local initiative developed by Tom Hullena whilst in a community development 
role with the Masterton District Council, and as Chair of YETE (Youth in Education, 
Training and Employment), now Youth 2 Work Wairarapa. This initiative was funded 
through the Provincial Growth Fund as part of the He Poutama Rangatahi fund, and the 
contract held and managed by REAP Wairarapa. 
This work was successful in getting some 110 young people (mostly Māori students) better 
prepared for their futures, and ran from August 2019 until September 2021. Many of these 
students returned to education to better prepare themselves for their futures. 
 
REAP Wairarapa has been successful in re-negotiating a new agreement with the Ministry 
of Social Development for a further three years. 
 
NPT uses the Licence 2 Work (Youth Employability Skills) programme in a Tikanga Māori 
context as the basis of the programme. 

About Youth2Work Wairarapa 
Youth 2 Work Wairarapa provides a structured, coordinated and supported vehicle that 
focuses on developing pathways for all Wairarapa youth to become engaged in 
meaningful education, training and/or employment.  
We work with local supply (job seekers, education, training providers, tertiary, agencies 
etc), in partnership with Resources (businesses, agencies, organisations, councils, Iwi etc) 
to ensure local and regional Demand (employers) have access to young people who are 
work ready. 
 
Y2WW work on a range of initiatives throughout the region to support our young people:  
• with better education opportunities, pathways and learning placements, 
• to connect their passion with their education, 
• to be inspired by a range of employment opportunities through working with 

employers to make these available, 
• to connect these employment opportunities to their learning, 
• to have easy transparent and navigable access to learning and work opportunities, 

and 
• to gain sustainable employment with employers who will support them to be 

effective contributors in the workplace.  
 
Youth 2 Work Wairarapa works with businesses, education providers and young people to 
ensure young people in the Wairarapa have a clear and supported pathway to work or 
study by:  
• delivering targeted, effective and inclusive programmes that support a young person 

to become work ready, 
• partnering with employers and businesses to build pathways toward youth friendly 

workplaces, and 
• partnering with Iwi and community leaders to maximise the potential and support of 

Māori rangatahi  
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Position One   –  Youth Manager  
 
This is a significant position that will work to bring the two strands of our youth work, 
Ngā Pūmanawa Tūpuna (NPT) and Youth 2 Work Wairarapa (Y2WW) into a cohesive 
team. 
 
The work of these two groups will be complimentary to each other, with NPT working 
with NEETs and some college students (mainly Māori) who have effectively 
disengaged from college, to prepare them for a positive future, mainly in 
employment. The Y2WW team are expert at supporting and placing youth (and 
others) into long term employment. These two groups are complimentary, and the 
challenge will be bringing them together as one team with two different ways of 
operating. 
 
The Youth Manager will report to the REAP Wairarapa Education Manager.  
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Role Description   –  Youth Team Manager 
 
Preamble 
Our youth activities are growing, and we are wish to have someone to manage 
these workstreams in a coordinated manner, in such a way that the youth in 
our community will benefit. 
	
Job Title: Youth Team Manager  

Hours per Week: 20 Hours (0.5FT) 

Employed By: REAP Wairarapa Incorporated 

Position Type Fixed Term Individual Employment Agreement (expires 31/10/24) 

Responsible to: The Director through the Education Manager 

Responsible for: Managing the Youth Programmes run by REAP Wairarapa  

Position Purpose: To manage the youth teams of Ngā Pūmanawa Tūpuna (NPT) and 
Youth2Work Wairarapa (Y2WW) so they work together in a 
coordinated and cohesive manner. 

Supervision: Professional support and supervision from the Education Manager 
with overall support from the Director 

Start Date: The position will begin approx. 10 January 2022 

Vaccination Status  This position requires the employee to be double vaccinated prior 
to taking up the position and to maintain full Covid-19 vaccination 
status 

Location: REAP House, 340 Queen Street, Masterton 

The Youth Team Manager will be responsible for the following: 
 
Key Tasks   

1. Working with the Team Leaders of NTP and Y2WW to ensure that both teams 
work well together; 

2. Ensuring that the needs of the ‘youth’ are at the forefront of decision making 

3. Providing timely reports to funders, the Education Manager and the Governance 
Group on activities, using the schedules as set out by the funders; 

4. Managing the staff of both teams, through the Team Leaders, and involving the 
Education Manager as appropriate; 

5. Being aware of the budget of both teams, and working with the Office Manager to 
get regular updates for the Governance Group and funders; 
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6. Participating in the life of REAP Wairarapa so that the Youth Teams are integrated 
positively in regular REAP staff activities, including staff meetings; 

7. Supporting other things that support the work of the youth teams, including other 
work that might be incorporated into the youth group. 

Key Tasks Expected Outcomes 

1. Working with the Team Leaders 
of NPT and Y2WW to ensure 
that both teams work well 
together; 

a. Young people move seamlessly between the two 
teams, 

b. Entry to the programmes is easy for youth, and is 
through a single point, 

2. Ensuring that the needs of the 
‘youth’ are at the forefront of 
decision making 

c. The work reflects the needs of youth, rather than 
the needs of the staff 

3. Providing timely reports to 
funders, the Education Manager 
and the Governance Group on 
activities, using the schedules as 
set out by the funders; 

d. Accurate reports to Carterton District Council 
(CDC); Ministry of Social Development, He 
Poutama Rangatahi (HPR); Ministry of Primary 
Industries; the Governance Group and the 
Education Manager provided in a timely manner 

e. Providing a summary of these reports as 
necessary to the REAP Communications and 
Marketing Officer so that information can be 
shared publicly as appropriate 

f. Any other reports are provided, as directed by the 
Education Manager 

4. Managing the staff of both 
teams, through the Team 
Leaders, and involving the 
Education Manager as 
appropriate; 

g. Providing support to the Team Leaders and the 
staff of the youth teams as necessary 

5. Being aware of the budget of 
both teams, and working with 
the Office Manager to get 
regular updates for the 
Governance Group and funders; 

h. Regularly discussing the budget with the 
Education and Office Managers, so that 
adjustments can be made where appropriate 

6. Participating in the life of REAP 
Wairarapa so that the Youth 
Teams are integrated positively 
in regular REAP staff activities, 
including staff meetings; 

i. Using the influence of the position to encourage 
staff to take the opportunities available through 
being REAP staff members 

7. Supporting other things that 
helps the work of the youth 
teams, including other work 
that might be incorporated into 
the youth group. 

j. Doing other things as necessary to help the 
programmes to be effective 
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COMPETENCIES that will contribute to success in this position 
 
General  
• Ability to lead, inspire and empower others to achieve outcomes and make 

considered decisions, with a genuine passion for enhancing the wellbeing and 
resilience of the community  

• Exceptional communicator, including public speaking skills and confidence 
• Strong organisational skills, with the capacity to prioritise and manage work 

demands to achieve optimum effectiveness and efficiency 
• Ability to work independently and use initiative   
• A demonstrated pride in both personal conduct and presentation 
• Skills in Te Reo Māori, and a knowledge of Tikanga Māori  
 
Role Specific 
• Ability to work collaboratively and create and manage working relationships with key 

stakeholders  
• Ability to report quantitative and qualitative data concisely and informatively  
• Able to effectively manage own time and focus on agreed tasks 
• Ability to work collaboratively with all other staff in the Youth team and the REAP 

staff who have overall responsibility for the project 
 

EXPERIENCE 
 
Required 
• Proven experience leading 
• Stakeholder management experience  
• Proven record establishing, building and maintaining effective and cohesive 

relationships  
• Experience writing clear and concise proposals and reports at an operational level 
• Computer skills and the ability to use appropriate tools (Word, Excel, Email, Database 

input, Internet etc) for recording, presenting and sharing information 
 

Desired 
• Previous experience gaining funding or sponsorship 
• Experience in event management and co-ordination 
• A relevant tertiary qualification or equivalent experiences 
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Position Two  –  Ngā Pūmanawa Tūpuna Team Leader  
 
The Team Leader Position encompasses four key areas of responsibility. 

The team provides a tikanga Māori approach to their work and the Team Leader has a 
significant role in helping to develop this. 

 

 

This is further articulated in the Role Description. 
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Role Description:  Ngā Pūmanawa Tūpuna Team Leader 
 
Preamble 
Our NPT team requires a Team Leader to support their work and to lead the 
teaching component of the programme. 
 
 

 

Job Title NPT Team Leader 
Hours per Week: 20 Hours (0.5FT) 
Employed By: REAP Wairarapa Incorporated 
Position Type Fixed Term Individual Employment Agreement (expires 31/10/24) 
Reports to REAP Wairarapa Youth Manager 
Start Date The position will begin approx. 10 January 2022 
Location REAP House, 340 Queen Street, Masterton 
Vaccination Status This position requires the employee to be double vaccinated prior 

to taking up the position and to maintain full Covid-19 vaccination 
status  

Team You will be  part of the Youth Team , and lead the Ngā Pūmanawa 
Tūpuna team. You will work closely with the Youth 2 Work team. 

Vision A Pathway for All – All in a Pathway 

Values Vision Driven – we are visionaries and genuinely believe and commit to 
a better future for all. Our vision is powerful and important - All 
in a Pathway and a Pathway for All. 

Make it Happen – we have a “can-do” and a “make it happen” attitude. 
We are aware of what we want to achieve, go beyond the talk, 
beyond the obstacles, create solutions and deliver positive 
outcomes. 

Change Lives – we empower people to re-frame and rethink what they 
are capable of, and as a result we change lives. 

Big-Hearted –we are compassionate and caring. We respect everybody 
and stay humble irrespective of status or title. 

First-Class – our structures are informal, friendly, supportive and 
enabling so that everything we do is first class. Our work shines 
a light for others to follow. 

Do Lots with Little – we are passionate, innovative, collaborative, and 
efficient – we effect significant change despite minimal 
resource. 

Treaty of Waitangi REAP is committed to the principles of the Treaty of Waitangi, 
particularly the principles of partnership, participation and pro-active 
protection, and recognises Tikanga Māori values as being the key to 
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Māori outcomes that are appropriate, accessible and affordable. There 
is an expectation that the principles will be applied in a measured and 
reasonable manner. 
 

REPORTS 

Internal 
Youth Manager 
NPT Team Leader 
NPT Project Advisor 
Youth 2 Work team 
Whanau/Education 
& Service Providers 
REAP Education 
Manager 
REAP Director 

External 
Ministry of Social Development 
He Poutama Rangatahi Group 
Parents / Whanau 
Education establishments 
Local Businesses 

POSITION OVERVIEW 

Primary Function of 
Position 

Lead and support the other members of the NPT Team. 
Lead the ‘classroom’ part of teaching the ‘employment skills’ 
component of the Licence 2 Work programme. 
Engage and support at-risk youth, predominantly Māori, in relevant 
and appropriate learning experiences in order to build the 
competencies and capabilities, and in particular soft skills, necessary 
for success in the work place and/or further education. 

PREFERED PERSON SPECIFICATIONS 

Qualifications and 
Experience 

• Be a trained teacher with a minimum of three years’ experience 
• Be a Licence to Work (L2W) facilitator  
• Have a successful history engaging rangatahi, especially rangatahi 

Māori, in learning, particularly interactive learning experiences 
• Classroom teaching experience 
• Good understanding and expertise in Tikanga Māori  
• Have a successful history of planning engaging learning 

experiences  
• Be competent in basic te reo and tikanga Māori  
• Be experienced engaging using culturally-responsive methodology 
• Be experienced in and understanding of relational, strengths-

based, restorative, and experiential-learning pedagogy 
• Have effective communication skills including competence with the 

tools of IT 
Key Competencies 
 

• Have the ability to build and maintain positive and effective 
relationships to enhance quality stakeholder engagement and to 
provide quality service. 

• Be a strong communicator who can adapt style and delivery to 
maximise relationships and positive outcomes. 

• Have the ability to plan and prepare engaging learning experiences 
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• Be a strong team contributor and be committed to team and 
team outcomes 

• Be able to plan and prioritise own workload to meet outcomes and 
deadlines in a self-managing way 

Personal Attributes • Have a genuine empathy for rangatahi and particularly rangatahi 
Māori  

• Be passionate about rangatahi development 
• Have high expectations of self and rangatahi 
• Be positive, respectful and caring with all 
• Be open, honest and act with integrity 
• Have a sense of humour 
• Have a make it happen attitude  
• Be organised, reliable and hard working 
• Be persistent and consistent 
• Be calm and composed in all situations 
• Be bullet proof and resilient 
• Not give up on challenging youth 
• Be confident, flexible, open to learning and adaptable  
• Be professional 

KEY TASKS AND OUTCOMES 

Key Tasks Expected Outcomes 

Liaise with 
Education & 
Other Agencies 
and Providers 

• Liaise with education and other providers to identify appropriate 
rangatahi for the programme 

• Liaise with providers to clarify programme details and time 
requirements 

• Share information with providers around rangatahi progress 
• Liaise with Work and Income 

Rangatahi 
Connections 

• Support the process of identifying rangatahi for the programme. 
• Build positive caring and trusting relationships with rangatahi 

Whanau 
Connections 

• Connect with whanau to ensure their understanding and support of 
the programme  

• Keep whanau informed about rangatahi participation and progress  

Engaging 
Learning 
Experiences 

• Support the design, planning, and delivery of an induction noho 
marae  

• Support the design and delivery of positive, fun, and interactive 
learning activities for the noho marae 

• Prepare and provide interactive and engaging learning experiences 
that result in the formation of the identified L2W soft skills and their 
application  

• Provide persistent and consistent ongoing (1-1) mentoring, coaching, 
and support through-out the programme to ensure soft skill 
development and work readiness 
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Engaging 
Volunteer & 
Workplace 
Practicums 

• Connect rangatahi to relevant and meaningful volunteer and work 
experiences 

• Connect rangatahi with workplace mentors/guides 
• Prepare & coach workplace mentors/guides in relation to the L2W 

soft skills, culturally-responsive, and rangatahi-friendly practice 
• Liaise regularly with workplace mentors/guides regarding rangatahi 

progress and especially the application of the soft skills 
• Observe and engage rangatahi in interactive discussions around their 

workplace progress especially the application of the soft skills 
• Work with rangatahi to set and reflect ongoing work-place learning 

goals 
• Transport rangatahi to and from volunteer and workplace settings 

L2W Portfolio • Support youth to complete an electronic portfolio of evidence 

Address Issues 
Promptly 

• Liaise with rangatahi regularly and promptly around any concerns 
they or others might have 

• When issues arise for rangatahi with others within the programme 
the principles of restorative practice should be used to resolve the 
issue 

• For other issues liaise with appropriate agencies to identify and 
engage appropriate support 

Transition Plans • Co-construct with rangatahi and key others a transition plan 
identifying the key next steps beyond the programme 

• Prior to completion of the course enable rangatahi and key others to 
execute the transition plan 

• Check transition progress following the programmes completion and 
provide ongoing support where required to ensure successful 
transitions 

Graduation • Support the design and delivery of mid and end-of-year graduation 
ceremonies. 

• Engage with rangatahi, whanau and providers in the graduation 
ceremony 

Health, Safety and 
Risk  

 

• Ensure own and rangatahi safety at all times 
• Comply with all relevant REAP policies, procedures and safe systems 

of work 
• Report all incidents/accidents, including near misses, in a timely 

fashion 
• Actively participate in the hazard management and identification 

process 
• Prior to volunteer and work placements ensure rangatahi have 

undergone sufficient health and safety briefs and training 

Other Duties • Participate in, and lead, tasks and projects as may be required by the 
NPT Team Leader or Youth Manager 

• Any other relevant tasks may be undertaken as required. 
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Advertisement  
 

 
 
 
Important note 
Both of the advertised roles will require the successful person to 
have, and to maintain full Covid-19 Vaccination status throughout 
their employment. 
  

Youth Manager 
We are looking for a capable person to manage our 
two teams working with youth. The Ngā Pūmanawa 
Tūpuna team works closely to support youth to gain 
work-ready skills, and our Youth 2 Work team 
connects youth to businesses, placing them into work. 
This is a 0.5 part time,  3 year, fixed term position. 
Details about this role are to be found at the link 
below. 

NPT Team Leader 
We are looking for a trained teacher to lead the Ngā 
Pūmanawa Tūpuna team. This person should be able 
to demonstrate leadership skills. This is a 0.5 part time,  
3 year, fixed term position. 
Note: We are looking for two positions, but ideally we 
would like to combine these into roles into one 
position. Details about this role are to be found at the 
link below.   
Applications close for both of these roles Friday 10 
December at 5pm. 
http://www.reapwairarapa.nz/vacancies  
Please contact Peter McNeur to discuss your interest 
on 027 222 7690 or email 
vacancies@reapwairarapa.nz 

REAP House 
340 Queen Street 
PO Box 442 
Masterton  5810 
vacancies@reapwairarapa.nz 
06 377 1379
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REAP Wairarapa 

 

Application for Employment 
 

Youth Manager 
 

and / or 
 

NPT Team Leader 
 
Applicants must … 
 

1 Fill in this application form in full. Applicants that do not fill in this form 
will not be considered. This is additional to any CV included with your 
application. 

2 Supply a cover letter explaining why you would like to appointed to this 
position. 

3 Provide a relevant Curriculum Vitae. 

4 Please specifically comment on both the job description and the person 
specification with a match to your skills somewhere in your application. 

5 Complete and include the Vaccination Information Consent Form 

6 Supply two referees, one of whom must be the last or a recent employer (if 
appropriate). If you choose not to include a referee from your current or 
last employer you need to tell us why you have done this.  

7 Applications, which must include a completed application form, letter 
and relevant CV, must arrive by email vacancies@reapwairarapa.nz  not 
later than 5.00pm   Friday 10 December 2021 

 
.
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REAP Wairarapa  
 
Application Form: NPT Team Leader and / or Youth Manager 
 
   Position Applied for 
   Please circle those position(s) that your are applying for. 
 

NPT Team Leader   Yes   /   No 
Youth Manager   Yes   /   No 

  
 

Family Name  
First Name  
Known as  
Address  
  
  
  
Telephone Hm Wk Mob 
Email  

 
Are you able to be contacted at work (if applicable)? Yes / No 
 

Do you have permanent residency in New Zealand? Yes      No  

If not, are you legally authorised to work in New Zealand? Yes      No  

Do you have any health problems that may impair your performance in this position? 

(Please state)   

 

Other non-work interests: 

 

 

 

Referees 
Name: Position:  
Phone: Work Home Mobile 
Email:  
 
Name: Position:  
Phone: Work Home Mobile 
Email:   
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Please Note: 
Because the character of the person engaged in this position is critical to the success 
of the project… 

• A police vetting will be requested following interviews of short-listed 
applicants. 

• Appointment of the successful applicant will be conditional on satisfactory 
police vetting being received if requested. 

 
Convictions against the law: 
Have you been convicted of any offence against the law  Yes   No  

 

If ‘YES’ enclose a certified copy of the entry in the Criminal Record book relating to 
the conviction(s), obtained from the Registrar of the Court concerned.  The copy 
should be accompanied by any comments regarding the offence which you wish to 
make.  Give full details: 
NOTE:  The Director of REAP Wairarapa will seek a police vetting clearance from the 
preferred candidate prior to employment being confirmed. 
 

Do you have any criminal charges pending?   Yes      No  

 

If YES please provide full details: on an attached page. 

 

Declaration: 
 

• I declare that all information given on this form is correct, and no relevant 
information has been omitted 

• I give my permission for referees to be contacted.  
• I understand I may be required to supply originals of any relevant documents 

supporting this application (do not send originals with your application). 
• I understand that all members of staff are required to comply with Wairarapa 

REAP Policies and Procedures, in addition to legislation and regulation 
governing organisational function and individual practice. 

• I understand that ongoing education and quality improvement are integral 
parts of employment and I will be expected to contribute in and participate in 
appropriate programmes. 

 
 
 
 
 
 
   Signed          dated 
 
Ends: 
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Vaccination Information Consent Form 

 
I, ______________________________ with my date of birth being ____________ confirm: 

Please select one of the following:  

¨ I have had a first vaccination against COVID-19 
If so, please provide a copy of your vaccination card or record  

¨ I have had both doses of vaccination against COVID-19 
If so, please provide a copy of your vaccination card or record 

¨ I am intending to get the first vaccination against COVID-19 by the 15 November 2021 

¨ I have been advised by a registered medical practitioner that it would be inappropriate 
for me to receive the Pfizer/BioNTech COVID-19 vaccine 
Please note that we will need evidence of this advice (See flow chart on exemptions) 

¨ I have been advised by a registered medical practitioner that it would be inappropriate 
for me to receive the Pfizer/BioNTech COVID-19 vaccine 
Please note that we will need evidence of this advice  

¨ I do not intend to be vaccinated against COVID-19 

¨ I do not wish to disclose my vaccination status to my employer  
Please note that we will have to proceed on the assumption that you are unvaccinated.  

Please select if appropriate:  
¨ I am a vulnerable person who is at higher risk of severe complications from COVID-19 or 

members of my family are 
 
I authorise that full details of my COVID-19 vaccination/s as supplied by me (as above) are 
released to my employer, REAP Wairarapa Incorporated, to assist with its compliance 
obligations under the COVID-19 Public Health Response (Vaccinations) Order 2021 and/or its 
consideration as to whether I can perform the duties provided for under my Individual 
Employment Agreement.  
 
I understand that my employer is: 
• Collecting and using the information to: 

o Comply with its obligations under the COVID-19 Public Health Response 
(Vaccinations) Order 2021; and 

o Ensure it is taking reasonably practicable steps to ensure my health and safety and to 
comply with other obligations under the Health and Safety at Work Act 2015; 

• Required to comply with the Privacy Act 2020 and the Health Information Privacy Code 
2021; and 

• Required to take reasonable steps to ensure the information is kept private and 
confidential, and only disclosed to the REAP Wairarapa Management Team. 

 
 
Signed:    __________________________________ 

Employee name   __________________________________ 

Date:     __________________________________ 


