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Jobbortunities  

Mayors Taskforce for Jobs (MTFJ) 

Job title 

Date 

Location 

Employment period  

Hours of Work 

Responsible to 

Responsible for 

Position Description- Programme Manager 

June 2026
Travels across the Clutha District and occasionally works out of 

Clutha District Council facilties

Fixed term 

Full time Monday to Friday, flexibility will be needed due to 

programme commitments for events, functions, meetings etc 

Community Development Team Leader at Clutha District Council

Jobbortunities programme coordinator- one staff member 

Purpose 

The primary purpose of the MTFJ  Programme Manager is to provide operational 
leadership and direction to the MTFJ team to achieve the outcomes required 
for the MTFJ Employment programme. 

This role is about making a difference every single day. As Programme Manager for 
the  MTFJ you will work directly with young Ministry of Social Development (MSD) 
clients, aged between 18-24 years and prioritising those on a jobseeker benefit 
while still supporting and responding to the overall needs of the district in any age 
bracket.   

What the position is accountable for 

Key Accountabilities Responsibilities 
Programme Operations • Oversee the operations of the MTFJ 

programme to ensure contractual 
obligations are met.

• Ensure services are delivered in an 
effective and customer focused way, 
and that effective working relationships 
are maintained with key stakeholders 
including community contacts.

• Understand the wider social context 
that creates barriers to employment

(37.5 hours)



2 

and identify ways the programme can 
break down these barriers. 

Relationship Management • Develop meaningful relationships 
with council employees, the mayor 
and community stakeholders.

• Develop and maintain a relationship 
with Ministry of Social Development 
(MSD) to foster collaboration to 
improve outcomes for the Clutha 
District local job seekers

• Build relationships and participate in 
national level discussion groups and 
connection around youth 
employability

• Understand local demographics and 
the various stakeholders in the 
community who could contribute to 
the programme.

• Build relationships and work together 
with community partners and social 
services to help clients overcome 
barriers to employment and sufficient 
services are available to jobseekers.

• Build strategic connections and 
relationships to advocate for our local 
learners, earners and businesses

• Establish and grow strategic 
relationships with new business as 
well as maintaining current ones

Administration and special projects • Input and maintain all information 
and data gathered into the Hub Spot 
platform.

• Write monthly reports and send 
through financial reports

• Identify opportunities for new 
initiatives or projects that will provide 
support to local job seekers

• Maintain assets and resources for the 
programme.

• Promote MTFJ services to potential 
candidates and businesses through 
social media and other 
communication channels.

Financial responsibilities 

The job holder does not directly control a budget but has an overall awareness of 
the budget and closely works with the Community Development Team Leader to 
manage it. The job holder identifies the financial needs and amounts to be allocated 
for wage and tool subsidy 
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grants to employers in accordance with budget availability and this is approved by 
the Community Development Team Leader.  

Person Specification 

Technical/ Professional Qualifications/Experience 
Essential Desired 

Skills/knowledge • Ability to multi-task and 
high level of flexibility

• Strong verbal, written and 
interpersonal 
communication

• Builds and maintains 
effective rapport and 
relationship with others

• Positive attitude
• Effective organisation, 

planning and time 
management skills

• Passion for helping others 
and serving the community

• 5 years’ experience 
working as a community 
connector or 
understanding of similar 
programmes

• Career guidance support 
knowledge/understanding 
of Te Ao Māori or 
willingness to learn

Experience • Working with jobseekers
• Experience in pastoral 

care, supporting people to 
achieve their goals

• Experience in de-
escalation strategies and 
behaviours

• Youth work
education/teaching 
positive connection to 
local community

• Experience managing a 
team/s

Education • Full driver's license
• Clean police record
• Police checked
• NCEA Level 2 or above

• Life Coaching and/or 
mentoring 
qualification

• Career Guidance

Key Relationships 

Internal External 
Jobbortunities programme Co Ordinator MSD 
Community Development Team Leader Careers and Training institutes 
Community Services Group Manager Local secondary schools & alternative 

education providers  
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The Mayor Young people not in education 
employment and training with specific 
focus on jobseekers aged from 18-24yrs 

All Council employees Local social service agencies and 
community providers i.e. Milton Hub, 
Toko Waiora,  

National MTFJ Team Employers & Businesses 
MTFJ Programme Managers Nationwide 
Ministry of Education 
Local police 
Anyone in the district who requires job 
support 

ORGANISATIONAL/EMPLOYEE BEHAVIOUR 

• All employees have a responsibility to act in a professional manner while working,
as this role is in public eye it is expected that employees always uphold the overall
values and ethos of Jobbortunities.

• Jobbortunities is a place where people enjoy coming to work and feel supported in
the work they do.

• Jobbortunities is committed and believes everyone should be treated equally
regardless of race, gender, age, gender, sexual orientation, religion and all other
diversities.

HEALTH AND SAFETY 

• All employees have a responsibility to work towards keeping a safe and healthy work
environment by practicing safe work methods, identifying workplace hazards and
using appropriate safety equipment.

• Managers are responsible for implementing and promoting good working practices.

Clutha Youth Worker




