
 

SQRZ SSRUWV NHZ ZHaOaQG 
PRVLWLRQ DHVcULSWLRQ​ - ​CKLHI OSHUaWLQJ OIILcHU  

 
SQRZ SSRUWV NZ aUe Whe QaWiRQaO VSRUWiQg RUgaQiVaWiRQ UeSUeVeQWiQg adaSWiYe VQRZ VSRUWV, 

aOSiQe Vki UaciQg, cURVV cRXQWU\ VkiiQg, fUeeVkiiQg aQd VQRZbRaUdiQg iQ NeZ ZeaOaQd. 

 
 

OVERVIEW 
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OXU VLVLRQ: NeZ Zealand athletes consistentl\ Zinning medals on the Zorld stage. 

OXU PXUSRVH: Leading the groZth and success of competitiYe snoZ sports in NeZ Zealand. 

SQRZ SSRUWV NZ: SnoZ Sports NZ are proud to be the national sporting organisation representing 

adaptiYe snoZsports, alpine ski racing, cross countr\ skiing, freeskiing and 

snoZboarding, from grassroots through to Zinning on the Zorld stage. 

 

Led b\ the CEO, our High Performance programme is focussed on deliYering 

medal Zinning performances at Winter Ol\mpic Games, Paral\mpic Games and 

premier international eYents. The dedicated programme targets the support and 

performance enhancement of identified athletes and coaches to achieYe medal 

Zinning outcomes.  

  

SnoZ Sports NZ emplo\s 9 coaches Zorking across Paral\mpic, Alpine, Park and 

Pipe disciplines along Zith a team of administration and support staff focused on 

alloZing our athletes and coaches to shine.  Support serYices include, 

ph\siotherap\, nutrition, strength and conditioning, athlete life planning and sport 

ps\cholog\.  

 

Our Wanaka base offers athletes access to not onl\ some of NZs best mountains 

but also a full strength and conditioning suite, a trampolining arena and a skate 

ramp, all designed to optimise training and performance.  

  

After the recent internal appointment of our CEO Ze are looking for a COO to 

support the CEO and proYide additional leadership and corporate serYices to our 

team. 



 
POSITION DESCRIPTION 

 
 
KEY RELATIONSHIPS 
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PRVLWLRQ TLWOH: Chief Operating Officer (COO) 

RHVSRQVLbOH WR: Chief E[ecutiYe Officer (CEO) 

RHSRUWV WR: Chief E[ecutiYe Officer 

DLUHcW RHSRUWV: As set out in the December 2020 Organisational Structure and as updated from 

time to time: 

Ɣ SnoZ Sports NZ Communications Manager 

Ɣ SnoZ Sports NZ Finance Manager(TBC) 

Ɣ SnoZ Sports NZ Office Administrator  

HRXUV: Initiall\ 0.8 FTE, 32 hours per Zeek. Da\s and hours Zill Yar\ based on the 

requirements of the role. Hours as necessar\ to carr\ out the required duties as 

listed in this position description. Work hours are generall\ Monda\ - Frida\ 

betZeen the hours of 8am - 5pm but ma\ include Zorking outside normal office 

hours and at Zeekends and eYenings. 

LRcaWLRQ: Wanaka, NeZ Zealand. 

IQWHUQaO Ɣ SnoZ Sports NZ Board 

Ɣ SnoZ Sports NZ CEO 

Ɣ SnoZ Sports NZ Communications Manager 

Ɣ SnoZ Sports NZ Office Administrator 

Ɣ All SnoZ Sports NZ Corporate SerYices Staff 

Ɣ All SnoZ Sports NZ staff and support staff 

Ɣ Athletes 

E[WHUQaO Ɣ SnoZ Sports NZ Members 

Ɣ Partners and Sponsors 

Ɣ Sports Committees and Clubs nationall\ 

Ɣ Suppliers 

Ɣ Ski Area Management 

Ɣ Ski Industr\ Personnel 

Ɣ IT and data securit\ support 



 
 
 
POSITION PURPOSE 

 
 
OVERARCHING DUTIES 
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Manage and deliYer the efficient and effectiYe operational and administration support serYices to enable 

SnoZ Sports NZ to achieYe its goals and objectiYes. Supporting the CEO and Board Zith: 

1. GoYernance, Compliance and Management practices 

2. Human Resources 

3. Health and Safet\  

4. Risk Management  

5. Facilities and Resource Management 

6. Information Technolog\, Communications and Data Securit\ 

7. Membership and Constitutional obligations  

8. Commercial & Sponsorship DeYelopment  

GRYHUQaQcH, CRPSOLaQcH aQG MaQaJHPHQW PUacWLcHV 

Ɣ Support the CEO in the deYelopment of organisational strategies and underpinning reporting 

structures for business planning and reporting. 

Ɣ ConYert strategic objectiYes into actionable plans for performance and groZth, helping to 

implement and achieYe the organisation¶s goals. 

Ɣ DeYelopment and maintenance of a fit for purpose suite of organi]ational policies and 

procedures and championing these across the organisation. 

HXPaQ RHVRXUcHV 

Ɣ Implement and be responsible for fit for purpose Human Resources policies, processes and 

practices, including supporting the CEO Zith recruitment, legislatiYe compliance, staff 

management, performance reYieZ processes, culture, and other related HR matters. 

Ɣ ProYide leadership to the SSNZ staff and ensure continual opportunities and improYement in 

the capabilit\, knoZledge and performance of the team. 

HHaOWK aQG SaIHW\ 

Ɣ Support the CEO in the implementation of all legislatiYe Health & Safet\ requirements 

including leading Health and Safet\ Committee processes and promulgating Zellness and 

health and safet\ aZareness throughout the organisation. 



 

 
 
PERSON SPECIFICATION  
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RLVN MaQaJHPHQW 

Ɣ Implement a fit for purpose risk management frameZork Zith appropriate underpinning 

processes and promulgate an appropriate risk management culture in the organi]ation.  

FacLOLWLHV aQG RHVRXUcH MaQaJHPHQW 

Ɣ Securel\ and effectiYel\ manage the facilities, resources and assets of the organisation to 

ensure achieYement of annual and strategic priorities. 

Ɣ OYersee specifications for operational projects that ensure feasibilit\ and financial Yiabilit\. 

IQIRUPaWLRQ THcKQRORJ\, CRPPXQLcaWLRQV aQG DaWa SHcXULW\ 

Ɣ Implementation of appropriate IT strateg\ and ongoing management of fit for purpose IT 

support processes. Ensure the organisations data and processes are secure and compliant 

Zith the PriYac\ Act 2020. 

MHPbHUVKLS aQG CRQVWLWXWLRQaO ObOLJaWLRQV 

Ɣ ProYide Board secretariat serYices, including Board paper collation and minute taking. 

Ɣ Managing and maintaining the constitutional requirements of being and Incorporated Societ\. 

Ɣ DeYelop and manage positiYe, transparent, and open communications Zith all SnoZ Sports 

NeZ Zealand members.  

CRPPHUcLaO aQG SSRQVRUVKLS DHYHORSPHQW 

Ɣ Support the CEO to look for opportunities to groZ the organisation, Zhether through 

partnerships or neZ initiatiYes, and Zork to take adYantage of those opportunities.  

QXaOLILcaWLRQ: Ɣ Tertiar\ qualification in business administration or similar. 

EVVHQWLaO E[SHULHQcH: 
 

Ɣ E[perience in organisational management (HR, IT, Operations, 

Risk management). 

Ɣ E[perience Zorking Zith Board of Directors.  

PUHIHUUHG E[SHULHQcH: Ɣ E[perience Zith communit\ and/or high performance sporting 

organisations. 



 

 
 
 
PERSONAL CHARACTERISTICS 
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Ɣ E[perience managing, mentoring and deYeloping staff. 

Ɣ KnoZledge of the SnoZ Sports Industr\ Zithin NeZ Zealand. 

Ɣ E[perience Zorking Zithin the inYestment and strategic 

frameZork of a Sport NZ group. 

SNLOOV aQG KQRZOHGJH: Ɣ Strong knoZledge of business and management principles and 

practices. 

Ɣ E[cellent relationship management skills Zith the abilit\ to build 

netZorks and influence and relationships across a range of 

stakeholders. 

Ɣ E[cellent communications skills - oral and Zritten. 

Ɣ Highl\ proficient in using all Microsoft Office Suite applications. 

OWKHU: Ɣ A passion for snoZ sports.  

HLJK PHUIRUPaQcH 

DULYHQ b\ AcKLHYLQJ RHVXOWV 
Ɣ The abilit\ to meet challenging targets in high-pressure situations. 

Ɣ CompetitiYe and has the Zill to Zin. 

Ɣ Sta\s focused to achieYe goals. 

SHOI-AZaUHQHVV 
Ɣ Is clear on others¶ e[pectations of them. 

Ɣ Understands the impact their behaYiour has on others. 

Ɣ Challenges their oZn leadership abilit\. 

Ɣ Remains humble. 

Ɣ Continuall\ seeks feedback from athletes, NSO staff, and others. 

Ɣ Regularl\ challenges their oZn professional knoZledge and skills. 
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HLJK-SSHHG LHaUQLQJ 
Ɣ Continuall\ challenges their oZn abilit\. 

Ɣ Has a fi[ation for neZ learning ± is constantl\ learning and seeking Za\s to improYe. 

Ɣ Quickl\ applies learning to achieYe results. 

Ɣ Takes risks in learning. 

PaVVLRQ aQG RHVLOLHQcH  
Ɣ Persists to completion. 

Ɣ Demonstrates massiYe enthusiasm and energ\ ± liYes and breathes their Zork. 

Ɣ Tenaciousl\ Zorks to meet or e[ceed challenging goals. 

Ɣ Encourages boundar\ breaking but asks Zh\? 

Ɣ A µcan do¶ attitude Zith a strong concept of the µteam¶. 

LHaGHUVKLS 

TUXVW aQG IQWHJULW\ 
Ɣ Is direct and truthful. 

Ɣ Keeps confidences. 

Ɣ Doesn¶t misrepresent themselYes for personal gain. 

Ɣ Builds empath\. 

Ɣ Operates Zith integrit\. 

Ɣ Abilit\ to foster mutual trust and respect as a ke\ component of creating honest one-on-one 

conYersations. 

Ɣ Understands hoZ to motiYate a diYerse team. 

AGaSWabLOLW\  
Ɣ Sees others¶ YieZs and tailors behaYiour and messages appropriatel\. 

Ɣ Abilit\ to maintain effectiYeness and positiYit\ Zhen e[periencing major changes in structures, 

processes, requirements, enYironments or cultures. 
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CKLHI OSHUaWLQJ OIILcHU SSHcLILc 

WRUNORaG MaQaJHPHQW  
Ɣ Abilit\ to multi-task Zith proYen time management, prioritising and organisational skills. 

Ɣ Makes preparations so that oZn and others Zork can be done effectiYel\. 

Ɣ Schedules to aYoid conflict. 

Ɣ LeYerages resources to complete Zork efficientl\. 

Ɣ Sta\s focused to ensure completion. 

Ɣ A high leYel of proficienc\ in all Microsoft Office applications.  

Ɣ ShoZs a high leYel of attention to detail across all tasks. 

POaQQLQJ & PULRULWLVLQJ 
Ɣ Sets cr\stal clear and realistic outcomes. 

Ɣ Zeros in on critical aspects and puts the triYial aside. 

Ɣ Breaks doZn Zork into objectiYes and process steps; relentlessl\ focussing on detail Zhen 

necessar\. 

Ɣ Delegates Zork to the right people at the right time. 

Ɣ Anticipates and adjusts for roadblocks. 

Ɣ EYaluates performance against objectiYes. 

GHWWLQJ WKH BHVW OXW RI OWKHUV 

Ɣ Understands people and their motiYators. 

Ɣ Builds confidence and belief. 

Ɣ Builds capabilit\ (characteristics, e[perience, knoZledge). 

Ɣ Adjusts information, communication and approach to different indiYiduals. 

Ɣ Able to giYe and receiYe feedback effectiYel\. 

BXLOGLQJ & MaLQWaLQLQJ RHOaWLRQVKLSV 

Ɣ Relates Zell to all kinds of people. 

Ɣ Builds rapport Zell. 

Ɣ Uses diplomac\ and tact Zhen needed. 

Ɣ Has the patience to listen to others. 

Ɣ Remains open to ideas. 

Ɣ Supports others. 

Ɣ Well deYeloped judgement and sense of integrit\ to deal Zith sensitiYe and confidential issues. 

Ɣ Abilit\ to resolYe conflict Zith amicable agreement betZeen more than one part\. 

Ɣ Clear and concise communicator. 


