WWF-New Zealand Position Description                                            September 2015
WWF-New Zealand 

Community Conservation Coordinator
0.8FTE (30 hours week)

Purpose of the Position

To coordinate and promote WWF- New Zealand’s support for community conservation groups, projects and initiatives in New Zealand.
Responsible to:

Head of New Zealand Projects
Direct Reports:

No direct reports, although there may be responsibility for management of consultants and contractors form time to time.
Main Working Relationships

Internal

· Projects team staff

· Communications Manager (part of Campaigns team)

· Communications Officer (part of Fundraising team)

· Executive Director

· Head of Campaigns, and other Campaigns staff

· Head of Operations and Fundraising, and other Operations and Fundraising staff
External

· Community Conservation groups including Habitat Protection Fund (HPF), ( Environmental Education Action Fund (EEAF) and Conservation Innovation (CI) fund/award applicants and recipients

· The Tindall Foundation staff
· The voluntary & NGO conservation community of New Zealand

· Department of Conservation staff, and staff of other agencies including local and regional councils
· Professional contractors and consultants

· Stakeholders for potential partnerships, initiatives and other funding agencies
Other relevant information

WWF acts as Funding Manager for the Tindall Foundation for two funds: EEAF and HPF. A core function of this position is to coordinate grants applications, allocation and administration for these two funds.  In addition, WWF supports grant recipients as a mentor and through site visits. Additional direct community conservation projects (currently The Community Conservation Innovation Project) are also the responsibility of this position to deliver.
Responsibilities of the Position
1. Coordinating the two WWF / The Tindall Foundation funds (HPF &EEAF)
· Administering two funding rounds of both the HPF and EEAF  each year including maintenance of computerized and paper-based records including financial records
· Supporting and servicing the HPF and EEAF  advisory panels 

· Liaising with and supporting successful recipients and monitoring progress of funded projects

· Ensure compliance with funding agreements, submission of reports and timely invoicing
· Promoting the HPF and EEAF  to potential applicants
· Liaising with groups to conduct site visits, and showcase success stories from projects funded
2. Promoting and enhancing WWF’s role in New Zealand Conservation 

· Working with WWF’s communications staff to communicate WWF’s community conservation work, and showcase success stories to our supporters and other audiences

· Promote WWF’s New Zealand conservation work in order to seek synergies and collaborations with external stakeholders
3. Delivery of Community Conservation Innovation Project
1. Taking a lead role in delivery of the CCIP including by leading and project managing all workstreams identified in Tindall Foundation funding agreement (Oct 2013)
2. Coordinate all aspects the annual Conservation Innovation Awards, including supporting and servicing the panel and managing relationships with applicants and recipients, and event management.
3. Coordinate and deliver mentoring, knowledge sharing, workshops and resource development for the community conservation sector in line with the aims of the project

4. Add value to all elements of the CCIP – and its aims to increase the capability and capacity of community conservation groups in NZ -  by bringing relevant conservation experience and networks into play
5. Foster partnerships with external organisations that serve to support the achievement of WWF’s CCIP goals.

4. Maintain a connection with the New Zealand Environmental Education sector
5. Undertake other duties as may be required from time to time, as agreed with the Head of Conservation Projects.
Skills and Experience Required
Essential
1. Understanding of and experience in the Community-led or NGO  conservation sector, ideally in New Zealand
2. Experience of planning and managing projects, ideally in a conservation setting
3. Experience of implementing, evaluating and reporting on programmes and budgets

4. Experience of building relationships with internal and external stakeholders to deliver successful project outcomes
5. Excellent communication skills at all levels, internally and externally, oral and written
Desirable

6. Experience of managing contracts 
7. A tertiary qualification in a relevant subject (Conservation Biology, Ecological Restoration, Natural Resource Management etc.) 

8. Education sector experience or qualifications
Personal Attributes Required

1. A passion for conservation and a commitment to WWF’s values and our mission to build a future where people live in harmony with nature

2. Good interpersonal skills and a commitment to working in a small team environment 
3. Ability to ‘see the big picture’ and understand the wider strategic context of the project and the conservation sector

4. Ability to identify opportunities to achieve synergies between WWF’s work and other initiatives

5. Ability to set and work to own priorities and drive to achieve outcomes

6. Ability to problem solve and find creative solutions in difficult situations
7. A positive attitude to working for a voluntary organisation and the inherent challenges of working with a wide range of people with divergent views and backgrounds coupled with limited financial resources. 
