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Position Application Guidelines 
 
Applications open 1 February 2022 and close at 5pm Sunday 12 February 
 
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, Wairarapa Times 
Ages, and in the Midweek. 
 
Please contact Jenny, REAP Youth Manager 021612540 with any questions you 
have about this position. 
 
Applications must be emailed to:  
 
jenny.g@youth2work.nz 
 
NB: Hard copy applications will not be accepted. 
 
 
Key Dates 
 
Advertisement opens   1 February 2023 
Applications close   12 February 2023 5pm  
 
 
Successful Applicant will ideally begin sometime in February or early March. (to 
be negotiated) 
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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, and  
• to have easy transparent and navigable access to learning and work opportunities  
• 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  
• partnering with Iwi and community leaders to maximise the potential and support of 

Māori rangatahi  
 

Background to Y2WW 

The Wairarapa continues to experience increased challenges to keep our young people 
engaged as positive and contributing members of our communities, and there is increasing 
evidence that this is a real issue for the Wairarapa.  

We see:  

• growing disengagement by young people evidenced by increased unemployment, 
alcohol and drug use, offending, anxiety, depression, and other health issues;  

• increased and waste-full public spending on further education, health, social welfare, 
and crime;  

• unfulfilled regional economic development; and  
• lack of coordinated local mechanism or structure that enables tertiary institutions, 

industry, employers and schools to collaboratively connect education to employment.   

 



 
 
 
History of Youth 2 Work Wairarapa 

In 2015, in an attempt to address the challenges outlined in section 2 above, an inter-
sectorial partnership was formed to develop a ‘bottom up’, community-led initiative. The 
intention was to strategically align resources and efforts in the Wairarapa to support our 
young people to reach, if not exceed, their vocational and/or educational potential. As a 
result, the Youth Education Training and Employment (YETE) Partnership was born.  

At the time the partnership comprised of representatives from secondary schools, tertiary 
educators, employers, community groups (particularly those working with youth), local 
authorities, iwi and some central government agencies.  

The YETE’s purpose was to “Work together to ensure our young people reach their 
vocational potential through the provision of coherent, effective and sustainable pathways 
through education and training to employment.”  

From its inception, YETE made significant progress to achieve the outcomes identified by 
the Partnership across the Wairarapa region, especially in preparing young people for 
employment. In recent years, YETE’s work in this space started to shift from not only 
preparing young people for work but to also place them into sustainable employment with 
supportive employers. This also included working with employers to prepare them to take 
on young people.   

In late 2020 it became evident that the work YETE was now doing was primarily focused on 
assisting young people into employment so it was decided that the YETE brand needed to 
be refreshed to better encapsulate what it was actually doing. “Youth 2 Work Wairarapa” 
became the new brand.  

 

Our primary activities 
 
• Youth2Work focuses on supporting young people into work. It begins with in school 

experiences such as careers events 
• Placing young people into sustainable employment. This is funded through the Mayor’s 

Taskforce for Jobs and the Carterton District Council. 
• Placing young people from our region into sustainable employment across the Primary 

Industry sector. 



 
 
Job Description Youth2Work Employment 
Facilitator 
 
 
Date January 2023 
Reports to Youth 2 Work Team Leader 
Employer REAP Wairarapa 
Employment Fixed Term Individual Employment Agreement 
Location REAP Wairarapa – Carterton and Masterton 
Team You will contribute to the Youth Team 2 Work Team which 

works closely with Ngā Pūmanawa Tūpuna and together 
makes up the Youth Team. 

Hours This is a 20 hr per week position, but we would negotiate hours 
and days of work with successful applicant.  
There is a possibility that the hours of work available could 
increase past 20 hours in the near future. 

Contract Term As soon as possible to 30 June 2023  
Salary Negotiated with the REAP Director 
Employment 
agreement 

The staff member will be covered by a Fixed Term Individual 
Employment Agreement 

Salary range Will be negotiated between the Chief Executive and the 
successful applicant 

Place of work REAP House, 340 Queen Street, Masterton 
 
Connections 
Internal External 
Youth Manager 
Youth2Work Team Leader 
Youth 2 Work team 
Education & Service Providers 
REAP Education Manager 
REAP Chief Executive 

Mayor’s Taskforce For Jobs 
Carterton District Council 
Parents 
Education 
Businesses 

 
Our Vision  Wairarapa communities have the right to quality education that 

continues throughout life to grow their knowledge, skills, adaptability 
and resilience  
 

REAP Wairarapa  
believes in 

• The principles of participation, partnership and protection required 
by te Tiriti o Waitangi 

• equity of outcomes for learners 

• empowering individuals to become stronger and more self-
sufficient 

• meeting the needs of individuals and communities who have been 
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previously unsuccessful in the formal education system  

• community led development that grows future-focused capacity, 
skills and knowledge  

• only providing learning programs that are fit for purpose and 
responsive to the individual needs, backgrounds and prior learning 
of the learners  

• complementing and collaborating with other organisations and 
providers to build networks and partnerships that strengthen 
community led development through on-going learning  

• ensuring that we have a strong professional organisation capable 
of appropriately making a positive difference in our community  

We are • Vision Driven – we are visionaries and genuinely believe and 
commit to a better future 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. 

Our Vision  Wairarapa communities have the right to quality education that 
continues throughout life to grow their knowledge, skills, adaptability 
and resilience  
 

 
POSITION OVERVIEW 

Primary Function 
of Position 

• Assessment and Employability Skills development 

• Supporting youth to gain the appropriate work ready skills, 
knowledge and tools (if required) 

• Facilitate work readiness through a coordinated and collaborative 
approach. Educate and train young people and support them to 
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gain other skills and qualifications necessary to be successful in 
employment 

• Building relationships with Wairarapa businesses focusing on youth 
employment opportunities 

• Pastoral Support  

• Providing ongoing support / pastoral care to the youth to ensure 
that the employment arrangement continues to be sustainable 

• Team Support 

• Working as a team providing support with administration, event 
coordination and stakeholder engagement 

 
POSITION OVERVIEW 

Qualifications and 
Experience 

• Have a successful history engaging with youth in one of the 
following backgrounds: education; a community service; sporting; 
or business management  

• Experience of the secondary or tertiary education sectors 

• Background working with diverse communities would be ideal but 
not essential 

• Knowledge of CV writing and an ability to encourage youth to 
complete theirs 

• Have effective communication skills including competence with 
the tools of IT 

Key Competencies 
 

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

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

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

• Be a strong team contributor and be committed to team and team 
outcomes 

Personal Attributes • Be persistent and consistent 

• Be organised, reliable and hard working 

• Be calm and composed in all situations 
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• Be bullet proof and resilient 

• Be confident, flexible, open to learning and adaptable  

• Be professional 

• Have a genuine empathy for youth 

• Be passionate about youth development 

• Have high expectations of self and young people 

• 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  

 
Key Accountabilities Youth2Work Employment 

Facilitator is Accountable 
for...  

Youth2Work Employment 
Facilitator is successful 
when...  

1. Working with the 
Y2WW team to 
place 50 people 
disadvantaged in 
the labour market 
per annum from 
the Carterton 
District, or for 
employers in the 
Carterton District  

• The project is based on 
getting young people 16 – 
24 into work, especially 
those affected by the 
economic downtown 

• The aim is to get 50 people 
disadvantaged in the 
labour market into full time 
paid work by the end of 
June 2023 

• They contribute to the 
Team in a way the assists 
them to achieve the targets 

2. Connecting with 
youth who are 
NEETs to 
determine if 
Y2WW can assist 
them in their 
journey 

• Building relationships with 
secondary schools, UCOL 
and other establishments 
supporting youth to create 
a pipeline of youth needing 
Y2WW help 

• Building relationships with 
other key community 
stakeholders 

• Quality relationships are 
built with organisations that 
support young people 

 

 
• Quality relationships are 

built with key stakeholders 

3. Supporting these 
youth to become 
work ready by 
assisting them 

• Employee Engagement 

• Managing intakes via 
phone, email or personal 
contact to begin 

• Young people successfully 
develop the key 
employment skills 

• You successfully maintain 
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Key Accountabilities Youth2Work Employment 
Facilitator is Accountable 
for...  

Youth2Work Employment 
Facilitator is successful 
when...  

with employee 
skills 

establishing an ongoing 
relationship 

• Coordinate and confirm 
face to face appointments 

• Employee Assessment 
using the HEADSSS 
assessment 

• Employee Skills 
development to assist the 
youth to gain the 
appropriate work ready 
skills, knowledge and tools: 

• Career assessment 

• Referrals (BFC, REAP 
Licence) 

• CV creation 

• Interview skills practice 

• Cover letters 

• REAP request for financial 
assistance 

positive relationships with 
the youths you are working 
with  

 

• HEADSSS Assessment is 
carried out with all young 
people you work with 

 
• Youth are ready for 

employment  

 

4. Working with the 
other facilitators 
and placing NEETs 
into sustainable 
pathways 

• Working with the other 
Y2WW facilitators to find 
appropriate work for NEETs 
(at least 30 hours per week) 

• Ensuring key people in the 
community have a good 
understanding of the 
potential of Y2WW 

• Ensuring that youth have a 
good understanding of 
how they can be supported 
into employment 

• Working with Work and 
Income to understand 
incentives and other 

• Reports are completed in a 
timely manner and shared 
with the Education 
Manager and the CE 
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Key Accountabilities Youth2Work Employment 
Facilitator is Accountable 
for...  

Youth2Work Employment 
Facilitator is successful 
when...  

opportunities for youth 

• Understanding and 
building relationships with 
Wairarapa employers 

5. Providing ongoing 
support / pastoral 
care to the youth 
to ensure that the 
employment 
arrangement 
continues to be 
sustainable 

• Liaising with employees 
and NEETS after placement 
to ensure that they are 
succeeding in their 
employment, and putting 
into place such things as to 
assist their employment to 
be successful 

• Policies are reviewed in line 
with an established review 
chart 

6. Team Support • Working as a team 
providing support with 
administration, event 
coordination and 
stakeholder engagement 

• Vehicles are safe to drive 

7. Reporting - 
Provide accurate 
and timely reports 
on the progress of 
this work  

• Working with the Youth 
Manager and your Team 
Leader, formally report 
monthly to the Carterton 
District Council, and the 
REAP education Manager 
on progress through 
Hubspot 

• Informally report to other 
Council staff and REAP 
staff as requested 

•  

8. Health, Safety and 
Risk  

• Ensure own and youth 
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 

•  
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Key Accountabilities Youth2Work Employment 
Facilitator is Accountable 
for...  

Youth2Work Employment 
Facilitator is successful 
when...  

hazard management and 
identification process 

9. Other Duties • This job description is not 
designed to cover or 
contain a comprehensive 
listing of activities, duties or 
responsibilities that are 
required of the employee. 
Duties, responsibilities and 
activities may change or 
new ones may be assigned 
at any time through 
discussion. 

•  

 
 
 
 
 
Y2WW Facilitator 
 
 
 
Chief Executive / Director 
 
 
 
Dated 
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COMPETENCIES that will contribute to success in this position 
 
General  
• Very good connections across the Wairarapa community, especially in Carterton  
• 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 
• Demonstrated ability to communicate effectively and appropriately through social 

media 
 
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 Y2WW team and the REAP staff 

who have overall responsibility for the project 
 

EXPERIENCE 
 
Required 
• Proven experience working with youth 
• Stakeholder management experience  
• Proven record establishing, building and maintaining effective and cohesive 

relationships  
• Computer skills and the ability to use appropriate tools (Word, Excel, Email, Internet 

etc) for presenting and sharing information 
 

Desired 
• A relevant tertiary qualification or equivalent experiences 
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Advertisement  
 
 

 
  

Youth 2 Work Wairarapa
 Employment Facilitator

Are you passionate about rangatahi/youth?

Our job is to coach, mentor and support 16 to 24 year olds 
into sustainable employment or training in the Wairarapa and 
the demand is so great we need someone else to join our 
close knit and successful team.

Your experience connecting with rangatahi supporting their 
achievement and growth in any of the following backgrounds 
would be fantastic but not essential: 

• Education
• Community service
• Coaching

Most important is a passion to support youth to succeed and 
if you have that drive we’d love to hear from you. 

It’s a challenging role but so rewarding because you are 
helping our Wairarapa rangatahi reach their potential and 
navigate the challenges that life and work can throw at them. 

The role is a fixed term contract for up to 20 hours per week 
until 30 June 2023.

Applications close Sunday 12th February 2023.

To apply for this position please visit: 
www.reapwairarapa.nz/vacancies/

For any queries regarding this position 
please contact: Jenny Gasson 

REAP Youth Manager
  on 027 222 7690
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REAP Wairarapa 

 

Application for Employment 
 

Y2WW Employment Facilitator 
 
 
 

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 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.  

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

6 Applications, which must include a completed application form, letter and 
relevant CV, must arrive by email jenny.g@youth2work.nz  not later than 
Sunday 12 February 5pm.
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REAP Wairarapa  
 
Application Form: Youth2Work Employment Facilitator 
 

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)   

 

Relevant Education and training 

 

 

 

 

 
  



 
 

 Page 17  

Referees 

Name: Position:  

Phone: Work Home Mobile 

Email:  

 

Name: Position:  

Phone: Work Home Mobile 

Email:  

 

The employer reserves the right to contact others whom may have relevant information 

about you, previous employment or your character. By signing this application form you 

agree to the employer making such enquiries. 

 

Employment history (last three positions) 

Please start with the present and work back in time, explaining any gaps in employment. 

From: to Employer Position Left because? 

    

 

    

 

    

 

Other experience or education relevant to this position 

Date: Experience / Education / Training 
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Other non-work interests: 

 

 

 

 
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. 
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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 
 


