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March 2021 

Kia ora 

Thank you for your registration of interest in the role of Team Manager with Wesley Community 
Action’s Mana Whānau team. 

This pack includes a job description and outlines the key tasks and expected outcomes of the 
position.  

Please complete the Pre-employment Disclosure Statement on page 8 and return it with: 

• your covering letter of application  

• your CV  

• the names of two referees (including your most recent employer).  

We will contact you to advise you of the outcome of your application.  

Our learning at Wesley Community Action is that we – and you – need to ensure there is a good ‘fit’ 
between the type of person and management style we are looking for, and your skills and strengths.  

This pack includes a copy of Te Wēteriana /The Wesley Way (page 7).  This is our quality assurance 
practice framework which guides how all staff are expected to interact with each other and with 
those we work alongside. Please read this carefully to ensure there is alignment between your 
beliefs and Te Wēteriana / The Wesley Way. 

We look forward to receiving your application and please do not hesitate to contact us if you have 
any questions. 

Please send your application to: 

Isabel Macdonald 
imacdonald@wesleyca.org.nz 
PO Box 9932 
Te Aro, Wellington 6141 
04 8050875 

 

Regards 

 

Andrea McKenzie 
Manager Operations 

  

http://www.wesleyca.org.nz/
mailto:imacdonald@wesleyca.org.nz
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Position Description 

Team Manager  – Mana Whānau  

Mana Whānau is a whānau led, intensive in-home parenting support programme that focuses on 
improving children’s growth and health, learning and relationships, family circumstances, 
environment and safety and reducing the number of children going into or staying in, care.   Mana 
Whānau team can be in a whānau home up to 65 hours a week for a maximum of 6 months.  Mana 
Whānau believe whānau are an equal part of the solution and we support them to find their own 
answsers. 

The Team Manager will demonstrate a thorough understanding of the Mana Whānau approach, and 
the unique work of the team.  Currently this position is responsible for developing, implementing, and 
managing operational systems for Mana Whānau– supporting 3 staff and up to 12 whānau groups at 
a time in the Wellington region.  We aim to grow this capacity.  They will have transparent lines of 
communication with the Manager Operations on all matters in relation to delivery of the Mana 
Whānau programme. 

This person will model Wesley Community Action’s values and approach, as expressed in Te Ara 
Wēteriana / The Wesley Way.  

The Team Manager provides a key link between this service and the wider services of Wesley 
Community Action and models Wesley Community Action values and approach, as expressed in our 
commitment to strengths-based practice, community development and social justice. 

 

• Responsible to and reports 
to 

• Manager – Operations  

• Functional relationships 
with 

• Wesley services  

• Staff of Wesley Community Action 

• Wider leadership team of Wesley Community Action   

• Key staff of Oranga Tamariki / Ministry of Social 
Development 

• Referral agencies 

• Whānau and significant other individuals and agencies in 
whānau lives. 

• Hours • 40 hours per week – completed between 8am and 5.30pm,  
Monday to Friday with a 30-minute unpaid lunch break.  
From time to time these hours may vary as negotiated with 
Manager Operations, to support the operations of the Mana 
Whānau service and the whānau it serves.  

• Location • 6 Hagley Street, Porirua.  From time to time you may be 
required to work from other Wesley locations.  
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Key tasks and expected outcomes 

Key tasks Expected outcomes 

Administration and management • Always provides the highest standards of professional 
leadership both internally and externally. 

• Day-to-day oversight of Man Whānau service ensuring 
effective and efficient maintenance of the assets and 
facilities. 

• Maintains daily administrative procedures and manages the 
service within budget and completes all reporting on time. 

• Ensures contracted volumes are achieved and maintained. 

• Ensures the facility and users comply with current health and 
safety regulations and reporting. 

• Represents WCA at key Mana Whānau forums. 

• Mana Whānau staff represent WCA professionally both 
internally and externally. 

• Role model punctuality, professionalism, integrity, and 
transparency at all times. 

Effective and efficient 
communication and support 
systems occur to deliver Mana 
Whānau. 

• Proactively manages engagement with referrers to ensure 
referral numbers are maintained at optimum levels at all 
times.  

• Proactively identifies any relationship issues with referrers 
or other stakeolders and always work to resolve these 
respectfully and promptly. 

• Proactively monitors the data-input levels of whānau 
workers in Mana Whānau regarding agreed Mana Whānau 
administration e.g. whānau plans, client led And strengths 
based documentation, and ensure tasks and responsibilities 
are completed on time and to the required standard. 

• Proactively identifies issues in the team or in the service and 
communicate to Operations Manager promptly. 

• Regularly monitors task progress against whānau worker 
plans in line sessions. 

• Monitors and manages staff performance / practice issues 
promptly, respectfully, and bravely and communicate issues 
to Operations Manager promptly. 

• All staff have professional development plans with 
measurable goals 

• Ensures professional boundaries are adhered to by all staff. 

• Maintain no less than fortnightly visits with each whānau in 
the programme to review their whānau plan and review as 
needed. 

• Ensure whānau are clear on the safety statement that they 
are working to. 
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Supports and encourages an 
excellent team environment and 
actively promotes A strengths-
based approach and PCOMS 
across all aspects of Mana 
Whānau and service users. 

• Critically reflects on practice and strengths-based ways of 
working are regularly facilitated with the team. 

• Staff feel supported by you and confident that difficult and 
complex situations are managed competently to achieve 
important objectives and you can maintain positive 
relationships even in difficult situations. 

• Caseloads are covered during staff absences.  

• Communicates clear expectations and help others to 
develop and express their own ideas openly. 

• Available to staff and always responsive to questions and 
concerns on a non-defensive way. 

• PCOMS is used by all staff actively and data is input into 
ASIST database. 

Works from a bicultural base and 
relates to staff and clients within 
their cultural context. 

 

• Whānau feel valued and their diversity is celebrated. 

• Principles of The Treaty of Waitangi and Māori perspectives 
are actively demonstrated in all interactions with whānau 
and demonstrate commitment to a Māori perspective as 
tangata whenua. 

• Tikanga Advisor is consulted on any cultural issues. 

• Staff are supported to participate in appropriate cultural 
practices when with whānau. 

Staff are in place. • Conducts routine weekly sessions with individual whānau 
workers and uses this structured time to ensure whānau 
workers are delivering the programme safely and of a high 
standard. 

• Discusses at case supervision with whānau workers: 

• Whānau visits 

• Child safety  

• Date and approve safety plans 

• Give guidance and advice if safety concerns are high. 

• Discuss and sign off individual whānau plans and 
reviews 

• Professional support 

• Case management outputs are reviewed against key 
programme deliverables. 

Supports whānau workers to 
develop and implement goal-
centred plans for the wellbeing of 
child and family/whānau 

 

• Completes initial assessment or delegates responsibility for 
all new whānau referred to Mana Whānau and allocates 
‘accepted’ referrals to whānau workers subject to case load 
and intensity levels.  

• Whānau workers alongside whānau, develop whānau led 
plans that support whānau with realistic and measurable 
goals and address the safety statement from OT. 

• All Whānau Plans are signed off. 

• All Whānau Plans are reviewed and up-dated regularly. 
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• Ensures whānau workers are providing families with 
appropriate regular information on child development and 
parenting practices. 

• Monitors effectiveness of Whānau Plans with whānau 
workers and communicates trends to the Operations 
Manager. 

• Monitors PCOMS - SRS scores to ensure the Alliance is at its 
strongest in all cases. 

Contributes towards the 
maintenance of a co-operative 
Mana Whānau and WCA 
Community team and a positive 
environment for whānau and 
children. 

• Proactively engages with community providers, attend 
relevant forums, and participate in and promotes 
opportunities for cross agency interactions, sharing of 
expertise and knowledge and keeps Manager Operations 
fully informed on developments. 

• Attends all supervision sessions. 

• Attends all case plan meetings. 

• Participates in staff training occurs. 

• Attends key Wesley Meetings. 

 

Any other duties as agreed to with the Operations Manager. 
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Abilities and ideal person specification 

1. A recognised social work qualification and registration. 

2. Recognised experience in staff management and professional leadership. 

3. Demonstrates a therapeutic understanding of family dynamics, early childhood development 
and parenting strategies. 

4. Sound knowledge of the impact of family violence and abuse on child development 

5. A thorough understanding of the Mana Whānau whānau led and strengths based approaches. 

6. Exceptional communication, written and interpersonal skills, highly self-motivated and 
organised. 

7. Shows resilience and keeps a positive healthy focus in difficult or pressured situations. 

8. Working knowledge of supporting whānau experiencing alcohol/drug/family violence/mental 
health issues 

9. Working knowledge and understanding of Māori societal and family structures, including 
whānau, hapu, iwi and the dynamics of whānaungatanga. 

10. A commitment to working within the Treaty of Waitangi, and an understanding of the nature of 
partnership and the issues of bi-culturalism. 

11. A proven ability in casework management, meeting deadlines, assessment and identification and 
a commitment to following through on agreed plans. 

12. A thorough awareness of safety issues including client safety and worker safety, particularly with 
regard to issues of child safety. 

13. A sound knowledge of local provider networks. 

14. Advanced staff performance, negotiation, and conflict-resolution skills and courageous under 
duress. 

15. Deeply respectful of all staff and whānau. 

16. Knowledge of Te Reo an advantage. 

17. Current full driver’s license. 

18. A sense of humour. 

19. Well-developed and mature conflict resolution skills. 

20. Competent IT literacy and skills 

21. Highest standards of personal integrity, professional conduct, and presentation. 
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How we work: Te Ara Wēteriana / The Wesley Way 

Te Ara Wēteriana / The Wesley Way is the heart of our work. It’s based on the belief that people are 
the experts in their own lives. We support them to identify their strengths and skills and the changes 
they believe will allow them to have a better life. 
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Pre-employment disclosure statement  
As part of our final pre-employment process, we require you to answer the following questions.  

Your full name:                                              Date: 

 

Previous convictions YES  NO 

1. Have you ever been convicted of a criminal or driving offence? 

Details if yes:  

 

□   □ 

2. Are there any criminal charges currently pending against you? 

Details if yes:  
 

2a.  Are there any notifications regarding performance or practice on file about you with any 
previous employer? 

Details if yes: 

 

□   □ 
 

□   □ 

3.  Have you had any circumstance where you have had engagement with the police for any matter? 

Details if yes:  

 

□   □ 

Medical clearance  

4.   Do you have any current medical/health or psychological conditions that we should be aware of 
that may interfere with your ability to carry out your duties as a member of Wesley Community 
Action? 

Details if yes:  

 

□   □ 

5.  Do you have any pre-existing medical/health or psychological conditions? 

Details if yes: 

 

□   □ 

6.   If the above condition/s impact on your ability to fulfil your role in any way (Q4&5) please   
provide us with an appropriate medical clearance from your health practitioner authorising you 
as fit for the purpose of the role. 

YES 

N/A 

Declaration  

• I am legally entitled to work/volunteer in Aotearoa New Zealand.            YES/NO 

• I give permission for my referees to be contacted.                                       YES/NO 

• I give permission for my medical records to be accessed if requested.     YES/NO 

• I have a full and clear driver licence I can produce for sighting.                  YES/NO 

• The information given in this application is factual and truthful.                YES/NO 

 

 

Signature …………………………………………………………….                         Date …………………………………  

 

 

Please note: We rely on the accuracy of the information given to us.  If it is later discovered that you have not 
fully disclosed all matters to us or that you have failed to disclose significant information, then the employer is 
entitled to treat such non-disclosure or misrepresentation as misconduct or serious misconduct and disciplinary 
proceedings may follow.  
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