
 

Position Description: National Director 

Reports to: The Board of the Duke of Edinburgh’s Hillary Award Aotearoa New Zealand through the 

Chair  

Location: Wellington  

Role Type: Permanent, full time 

Key relationships 

Internal: 

• DoE Board 

• Staff 
 

External: 

• Officials of Government Agencies, Departments and Ministries: Ministry of Youth Development, 
Sport NZ, Ministry of Education, Department of Prime Minister and Cabinet. 

•  Volunteer New Zealand, Ara Taiohi, ORCA, Recreation NZ, Major delivery contractors and delivery 
partners 

• Award units and Award Leaders 

• Funders and Partner agencies 

• International Award Foundation 

• Governor General 
 
Organisation outline:  
 
The Duke of Edinburgh’s Award is the world’s leading youth achievement award with more than 1.3 

million young people taking part in 130+ countries around the world. In Aotearoa our vision is “Equip 

all young New Zealanders with promising futures”. 

Our purpose is to provide an exciting, flexible and meaningful journey for young people that builds 

wellbeing, confidence, skills and identity. There are three levels to the Award (Bronze, Silver and Gold), 

and at each level participants have to complete Voluntary Service, Skills and an Adventurous Journey. 

The Award is open to all young people between the ages of 14-24, with each participant designing their 

own programme. 

 

 

 



Critical Success Factors 

Broad Area of Responsibility: Evidenced through: 

Strategy and Business Planning  • Advances the implementation of approved Strategic and 
Business plans and regularly report progress to the Board.  

• Provides high quality strategic advice to the Board enabling the 
organisation to focus and deliver on its strategic outcomes. 

• Proactively manages the prioritisation of the organisation’s 
work in response to changing requirements and any updates to 
plans. 

• Assists the Board to monitor and evaluate the organisation’s 
relevancy, its effectiveness and results through the application 
of relevant and consistent measures of performance.   

Financial and Statutory 
Management  

• Ensures DoE remains viable through the effective management 
of financial resources including cash flow management and 
financial reporting.  

• Submits financial statements, budgets and reports for 
consideration by the Board.  

• Ensures that the organisation fulfils its statutory obligations.  

• Ensures that annual accounts are audited. 
Relationship Management  • Ensures the Award works closely with key Government 

Departments and senior staff in the Voluntary Youth 
organisations and financial supporters. 

• Ensures DoE has a high organisational profile and that the vision 
and strategic objectives are compelling and consistently 
promoted to the staff, stakeholders and the wider New Zealand 
community. 

• Builds strong and open relationships with the Chair and Board.  

• Supports the Board’s effective operation and administration. 

• Communicates with the Governor General (office) and ensure 
they are briefed on the business of the Award as needed. 

Operations  • Provides strategic leadership of the organisation, bringing 
everyone with them through fostering a strong team culture. 

• Ensures organisational capability is aligned to and meets the 
strategic requirements including the recruitment of 
appropriately skilled staff. 

• Ensures staff recruitment and performance management are 
focused on high performance, clear accountabilities and 
objectives aligned to strategic outcomes and KPI’s. 

• Identifies fundraising strategies that will provide a regular 
income stream. 

• Have an understanding of the Treaty of Waitangi and the Te Ao 
requirements of youth agencies. 

• Ensures compliance with legal, financial, and ethical 
requirements through good risk and assurance frameworks 

• Ensures an effective and robust health & safety culture and 
programme for staff. 

• Ensures the Award maintains its full licence with the 
International Duke of Edinburgh’s Award Foundation. 



• Liaises with the International Award, attends international 
events and follows international trends in the Youth arena. 

Communications  • Oversees the development and effective implementation and 
regular review of a communication plan which delivers key 
messages, maintains and enhances the organisation’s profile 
and regularly informs and updates key stakeholders.  

• Responds to all media enquiries, makes media statements, and 
writes for the Annual Report, resources and newsletter as 
required. 

 

EXPERIENCE 

• Experience leading and managing an equivalent scale organisation in a similar sector 

environmentDemonstrated staff management experience 

• Experience in budget and financial management 

• Experience in working with Boards and providing professional, accurate and strategic advice, 

intelligence and reporting.  

KNOWLEDGE / SKILLS 

• Proven leadership capabilities 

• Understanding of the Government sector  

• Demonstrated strategic thinking and planning capability, with the ability to translate strategic 
direction (as determined by the Board) into successful operational initiatives 

• Strong and effective communication skills, including the ability to present 

• Strong relationship building skills across a broad range of groups and individuals 

• Strong financial management capabilities 

• Strong planning, prioritising and organising skills 

• The ability to understand the Not for Profit Sector and the statutory and legislative 
requirements of NFP delivery 

ATTRIBUTES 

• A commitment to teamwork, and the ability to work as part of a small team 

• High personal integrity  

• Focused on results 

• Empathy for Youth 

• A passion for supporting and enabling youth, including Māori, Pacific and the disabled 

• Entrepreneurial and innovative mindset with the energy and drive to inspire and motivate 
staff, funders and Award Leaders 

• Strong customer and service delivery focus 

• Open, collaborative communication style 

• An ability to build effective relationships with wide range of stakeholders including the 
government, the private sector and award communities.  

 


