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Job Description
 
	Job Title: 
	Marketing Coordinator

	Reports to: 
	Marketing and Communications Manager

	Division:
	Support Services

	Department:
	Marketing & Communications

	Direct Reports:
	Nil 

	Location:
	HomeGround – 140 Hobson Street, Auckland (1010)



	Te Tāpui Atawhai - Auckland City Mission
Ko wai mātou Who we are

	Te Tāpui Atawhai Auckland City Mission supports Aucklanders in greatest need and is committed to upholding Te Tiriti o Waitangi as a core principle in achieving our organisational mission and vision.
Known as Te Tāpui Atawhai since July 2021, our Māori name symbolises our commitment to Tangata Whenua. We acknowledge that existing economic, health and social inequities for Māori are caused by breaches of Te Tiriti and the negative impacts of colonisation which are ongoing.
Our services have evolved as the city’s social needs have. We respond with care and compassion while advocating for a reality where there are enough suitable homes, enough access to nutritious food, and accessible health care for all people and their families. Since our doors opened more than 104 years ago, this has been our ‘why’. We offer support for however long and in whatever way needed – for some people that’s simply accessing one of our many services, for others it’s a complex journey with our full support. 
Te Tāpui Atawhai Auckland City Mission is committed to fostering a diverse and inclusive workplace where staff feel valued and respected. This is foundational to our mission, vision and values as a Tangata Tiriti organisation.



	Te Kaupapa o Te Tūranga - Position Purpose 

	The Marketing Coordinator plays a key operational role in ensuring the smooth and efficient functioning of the Marketing & Communications team. The role coordinates workflow, triages internal requests, manages day-to-day processes, and supports delivery across campaigns, digital activity, fundraising initiatives, and organisational communications.
The Marketing Coordinator frees up specialist and leadership capacity by handling coordination tasks, improving systems, and supporting high-quality, timely, brand-aligned outputs. This role is critical in maintaining strong internal relationships, ensuring organised delivery, and elevating the Mission’s brand and values across all communications.



	Ngā Kawenga Matua - Key Responsibilities 

	Workflow & Request Coordination

	· Manage the internal marketing and communications request process: triage tasks, clarify requirements, allocate appropriately, track progress, and close the loop with stakeholders.
· Serve as the primary point of contact for routine internal requests, ensuring timely, high-quality responses and proactive relationship management.
· Maintain the team’s workflow tools, calendars and tracking systems to support efficient planning and delivery.

	Campaign & Project Support

	· Support delivery of fundraising campaigns, brand campaigns, digital initiatives and organisational marketing activities.
· Coordinate timelines, tasks, approvals and asset delivery for campaigns.
· Assist with event-related communications, logistics, material preparation and on-the-day coordination where required.
· Ensure fundraising and marketing teams are well-connected, sharing updates, requirements and timelines.

	Content & Internal Communications Support

	· Assist with internal communications: draft staff updates, format content, coordinate intranet posts and help maintain internal communications channels.
· Support the preparation of key messages, graphics, and basic content for internal and external use (with oversight from specialists).
· Ensure all content is culturally aligned, values-led, and adheres to brand and Māori communications guidelines.

	Marketing Materials & Asset Coordination

	· Coordinate development of marketing materials including design briefs, print collateral, social assets, and digital resources.
· Liaise with designers, writers, video producers, photographers and external suppliers to ensure timely and accurate delivery of assets.
· Maintain the Mission’s marketing systems, digital asset libraries, tools and templates to ensure easy access and correct brand usage.

	Digital, Data & Systems Support

	· Assist with scheduling and uploading content to digital channels (e.g., social media, website updates, email platforms) under direction of specialists.
· Support basic reporting on workflow, campaign performance, engagement metrics and stakeholder satisfaction.
· Help maintain accurate records, lists, calendars and content libraries.

	Tikanga - Culture and relationships

	· Demonstrate through actions commitment to Te Tiriti o Waitangi and the Mission’s values of Manaakitanga, Atawhai, Rangapū and Mana Tika, Mana Ōrite.
· Demonstrate Cultural Safety principles when engaging with Māori: (Reflective Practice; Minimise Power Imbalance; Awareness of Colonisation; Appropriate Communication).
· Demonstrate cultural awareness when engaging with all people.
· Demonstrate empathy and understanding of issues including colonisation in NZ, trauma, mental health, addiction, poverty and homelessness.
· Ability to communicate clearly and effectively with people from all walks of life and at various organisational levels.
· Advocate for social justice, improved social conditions and a fair sharing of the community’s resources.

	Health and Safety, Quality and Compliance, Ethics

	· Act within the professional boundaries outlined in the Mission Code of Ethics and Code of Conduct in all dealings with co-workers, clients and external agency stakeholders. Fulfil Te Tāpui Atawhai Auckland City Mission policies and procedures with particular attention to safeguarding, health and safety, equality, equity and diversity.
· Lead a culture of positive and engaged health and safety practice. Meet requirements of health and safety policy and the Health and Safety at Work Act NZ. Take responsibility to work safely by taking reasonable care of your own health and safety and ensuring your actions or omissions do not pose harm to yourself or others. Additionally, it is essential to comply with any reasonable instructions, policies or procedures provided to ensure a safe and healthy work environment for all.
· [bookmark: _Hlk173302966]Comply with any other reasonable request from your manager or team leader.



	Ngā Whēako – Ngā Tohu Mātauranga 
Qualifications, Experience, Knowledge and Skill Requirements 

	The skills, experience and knowledge outlined below may be obtained from many different experiences.  For example, from paid work, voluntary work, work undertaken within your Marae, Church, or from specific iwi/whānau responsibilities.  The list below outlines transferable skills, knowledge and experience we are seeking for this role.
If qualifications are required for the role, they are also outlined below.  If no qualifications or preferred qualifications are outlined, we will consider equivalent experience for the role.

	Ngā Pūkenga Nui - Essential 
	Tūranga Motuhake - Role-specific  

	· Current full New Zealand Driver Licence.
· Understanding and commitment to Te Tiriti o Waitangi and how it applies to your work.
· Empathetic, calm, and able to respond supportively in stressful or emotional situations.
· Good communication skills – able to speak and write clearly with people from all backgrounds.
· Comfortable handling sensitive information and maintaining confidentiality.
· Able to work well in a team and take initiative when needed.
· Willing to reflect, learn, and grow in the role.
· Shares and upholds the values of Te Tāpui Atawhai – Auckland City Mission.

	· 1–3 years’ experience in marketing, communications, project coordination, fundraising support or a related field (consistent with Seek job ads for coordinators).
· Strong organisational skills with the ability to manage multiple tasks, deadlines and stakeholders.
· Excellent written and verbal communication skills, including formatting and preparing content for different channels.
· Experience coordinating projects or campaigns, including scheduling, task tracking and asset delivery.
· Strong analytical skills with ability to interpret data and inform decision-making.
· A relevant qualification (preferred).
· We welcome equivalent experience gained through community work, peer support, whānau roles, or volunteering.
· Lived experience of homelessness, recovery, or social challenges is respected and valued in this role.
· Strong understanding of professional boundaries and the ability to support others while staying grounded and respectful.
· Awareness of the impacts of homelessness, particularly for Māori, and confidence engaging with diverse communities.




	
Haere Mai - Why join us? 


	Cultural Respect: Be part of an organisation that values and integrates te ao Māori into its core values and operations.
Career Growth: Access to professional development and internal career progression opportunities.
Supportive Environment: Engage with a diverse network of colleagues and participate in culturally enriching events and activities.
Tō Mātou Kaupapa Our Mission: We provide immediate relief and pathways to long-term wellbeing for people in greatest need, through connection and access to kai, kāinga and hauora.
Tō Mātou Kitea Our Vision: A Tāmaki Makaurau where everyone can thrive. 
 OUR IMPACT STATEMENTS 
· Homelessness is brief, rare and non-recurring with affordable and healthy homes a reality for every person in Tāmaki Makaurau.
· Everyone has access to enough good kai to sustain themselves and their whānau needs.
· Health care is accessible for all, including people living with the effects of colonisation in Aotearoa, trauma, mental unwellness and substance abuse.
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