Whakaahuatanga Turanga Mahi

Sl Job Description
Position title Tenancy Manager
Division: Christchurch Housing Division
Location: Otautahi
Responsible to: Housing Operations Manager
Date approved: August 2026
Delegated authority Nil
Staff responsibilities Nil

Te Mihana - The Mission

The Christchurch Methodist Mission (CMM) is a social service agency of Te Hahi Weteriana o Aotearoa with
responsibilty for services throughout Te Patiki Whakatekateka o Waitaha (Canterbury Region), Te Tai Poutini
(West Coast) and Te Tau Ihu (Marlborough Region).

The Christchurch Methodist Mission is committed to the 40-year bicultural journey of Te Hahi Weteriana o
Aotearoa and to its own journey towards becoming a Tiriti based organisation. The Mission’s Strategic Plan
states: “As citizens of Aotearoa New Zealand we are guided in our mission by Te Tiriti o Waitangi, the covenant
which laid the foundations of our life together.” The Mission is committed to honouring Te Tiriti in its
organisational approach, in its professional development of staff, and in the services that we provide.

T6 Matawhanui - Our Vision
A socially just and inclusive society in which all people flourish.

T6 Matou Mihana CMM - Our Mission
To promote and enhance the dignity of all people through:

e Providing compassionate care, support and empowerment of those most vulnerable in our
community

e Building communities, neighbourhoods and a wider society that are fair and inclusive

e Challenging injustice and working for social transformation

‘Cycles of Hope’

Christchurch Methodist Mission is committed to promoting ‘cycles of hope’ by actively addressing not only
the effects, but also the causes of injustice and social and economic disadvantage.

Nga Uaratanga - Values

e Tumanako (Hope)- Believing that change is possible

e Whakaute (Respect)- For people, and every person’s unigue value

o Heikaikorero mo te tika me te mana taurite (Social Justice)- Inequality, unfairness and exclusion will
be challenged

e Ngakau pono (Integrity)- Actions speak louder than words

e Mahi tahi (Partnership)- Strength is found in cooperation

¢ Whakamana (Empowerment)- Recognising and enhancing the mana in all people

o Whakakauka (Sustainability)- Responding to the challenges of climate change.
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Te Kaupapa o Te Tlranga - Purpose of Position

The Tenancy Manager will have responsibility for providing tenancy management services to individuals and
whanau who live or stay in CMM housing in Otautahi. The Tenancy Manager will have a role in coordinating
the maintenance and repairs of the properties to maintain a good standard of housing. The tenancy manager
will also manage the transitional housing portfolio and the relationship CMM has with the property owners.

He Noho Haepapa - Key Responsibilities

Management of e QOrient whanau and tenants to their home, clearly outlining their rights,
transitional housing responsibilities, and expectations for a safe and positive tenancy

tenancies and long-term |« Manage all tenancy and occupancy documentation with accuracy, efficiency,
tenancies for whanau and compliance

and Individuals e Carryoutregular property inspections during and at the end of each tenancy,

ensuring standards are met and issues are addressed promptly

e Respond swiftly and effectively to tenancy breaches, applying fair and
transparent processes that support stability and positive outcomes

e Oversee whanau/tenant financial contributions and manage debt recovery
at the end of occupancy in a professional and respectful manner

e Maintain strong, proactive relationships with property owners within the
transitional housing contract, ensuring clear communication and mutually
positive outcomes

e Manage tenancy breaches in social and affordable housing in a way that
promotes long-term sustainability and supports tenants to maintain their

tenancy.
Tima and Community e Build strong, culturally responsive relationships with tenants, their whanau,
Relationships and the surrounding community, fostering trust, connection, and a positive

living environment

e Work collaboratively across the CMM Housing Team including the Housing
Operations Manager, Tenancy Managers, Housing Support Worker, and
Social Workers to coordinate support and drive positive, sustainable
outcomes for tenants

e Partner closely with the Housing First service to ensure seamless referrals,
aligned support planning, and consistent communication that helps tenants
sustain long-term housing.

External Relationship e Build strong, solution-focused relationships with Kainga Ora staff and private
Building landlords to secure permanent housing options for transitional housing
tenants

e Maintain regular, proactive contact with Kainga Ora and landlords through
scheduled meetings, calls, and site visits to strengthen trust, share updates,
and support collaborative decision-making

e |dentify suitable permanent housing opportunities and match them with
tenants by understanding landlord expectations, tenant needs, and the level
of support required for a successful placement

e Advocate effectively for tenants by providing clear, timely information on
their circumstances, support plans, and risk-mitigation strategies to build
landlord confidence in long-term housing outcomes.

Property Maintenance e Ensure all properties are well maintained and fully compliant with legislation,
codes, and CMM policies
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Prepare each unit for new tenancies, ensuring homes are clean, well
equipped, and in good repair before move-in

Coordinate lawn and grounds maintenance, keeping outdoor areas tidy and
safe

Oversee scheduled routine maintenance, ensuring work is completed on
time and to standard

Liaise proactively with Kainga Ora and private landlords to ensure required
repairs and maintenance are carried out promptly

Coordinate tradespeople and contractors for repairs or damage not covered
by the landlord, ensuring timely and quality workmanship

As required check in with the Asset and Compliance Manager to ensure only
preferred contractors and service providers are engaged

Support the Housing Support Worker to ensure vacated homes are turned
over, cleaned, and restocked quickly and efficiently

Arrange contaminant testing when required, ensuring safety, compliance,
and appropriate follow-up actions.

Administration and Data
Management

Maintain accurate, up-to-date records and ensure all documentation meets
CMM standards and compliance requirements

Uphold all CMM health and safety policies, actively promoting safe practices
across all housing activities

Stay informed on developments and trends in social and transitional housing,
applying new knowledge to strengthen service delivery

Provide flexible support and cover for other Tenancy Managers and Housing
Support Workers, including across social housing and affordable rentals

Carry out additional duties as required, aligned with the overall purpose and
responsibilities of the role.

Health and Safety

Adhere to all company health and safety policies, procedures, and relevant
legislation

Take reasonable care for personal health and safety and that of others who
may be affected by your actions

Promptly report any hazards, incidents, or near misses to the appropriate
person

Participate in any health and safety training or initiatives as required.

General

It is expected that all staff employed by CMM will:

Adhere to the CMM values statement, Strategic Plan, Code of Conduct and
Health and Safety requirements.

Actively participate in team meetings and other CMM meetings, where
possible.

Demonstrate commitment to CMM'’s bi-cultural journey.
Undertake professional development, supervision and training as agreed.

Undertake any other tasks reasonably requested.

He Matauranga / He Wheako - Learning and Experience

Nga Pikenga Matua - Essential Skills

Nga Pikenga Mariu — Desirable Skills

e Compassionate, courageous, creative, flexible e Knowledge of existing services and networks in
and able to work under pressure Otautahi
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e Excellent interpersonal relationship skills,
including demonstrated ability to manage
difficult tenant relationships

e Experience working for a social housing provider
in Aotearoa or an understanding of social
housing

e Strong understanding and knowledge of
Residential Tenancies Act 1986 or a willingness
to learn

e Experience in working with Community, lwi /
Maori and Pacific people’s organisations

e Experience in working with people from diverse
cultural backgrounds and with different
circumstances

e Proven ability to undertake strength-based
engagement within tenancy management

e Sound administrative and computer skills (MS
Word, Email, and Database applications) and
excellent oral and written communication skills

e An understanding of the relevance of the Te Tiriti
of Waitangi to the services offered by CMM, the
impact of colonisation for Maori and a
commitment to honouring/giving effect to Te
Tiriti o Waitangi in all practice

o Ability to self-manage and prioritise work in a
structured manner and confidentially work well
as part of a team

e Afull and clean current drivers licence.

e Strong understanding and knowledge of
Residential Tenancies Act 1986

e Experience of working for a social housing
provider in Aotearoa

e An understanding of housing in Otautahi and
social housing

e Atertiary qualification in social services, health,
housing or a related field

e An understanding of advocacy, policies and
government and community systems.

He Tangata Paearu - Person Specification

= A compassionate and approachable demeanour

= Strong problem-solving skills and the ability to remain calm in emergencies

=  Excellent communication skills and the ability to document information accurately and in a timely

manner

= Ability to manage stress and take an active responsibility for your own wellbeing and recovery

= Positive, compassionate, and non-judgmental approach

=  Patience, empathy, and a genuine passion for helping tenants and whanau.

Nga Kawenga Matua - Key Relationships

He Hononga-a-Roto - Internal

He Hononga-a-Waho - External

o Staff of the wider Christchurch Methodist
Mission

e Executive Director

e Divisional Managers

e CMM Board.

e Whanau and tenants
e Ministry of Social Development (MSD) and WINZ

e Ministry of Housing and Urban Development
(MHUD)

e Community Organisations
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e Government Organisations (Police, Kainga Ora,
Justice etc)

e Health Providers (GP’s, Mental Health, Recovery
services etc).

e Private landlords and property owners.

Nga Ringa Rehe - Organisational Competencies

Competencies describe behaviour that reflects underlying skills, knowledge, attitudes and personal qualities
required to perform a job satisfactorily. The competencies required for this job are outlined below.

Commitment to the service - promotes high quality care for tenants. Demonstrates a commitment to
understanding and meeting tenants’ expectations and delivering a high-quality service. Sensitive to the
needs and concerns of tenants and prospective tenants.

Building relationships - The ability to interact with and develop effective working relationships with a wide
range of people of different types and in different situations. This includes establishing formal and informal
working relationships

Team work- commitment and support for the work of the team. Pools ideas and builds on the contributions
of other team members. Demonstrates an ability and willingness to work with other professional staff from
other professions e.g. social workers, teachers, advisors, clinical staff, community workers etc.

Flexibility - Able to adapt to a variety of situations, understanding and appreciating different and opposing
perspectives of a situation. Open minded and flexible in dealing with circumstances as they arise. The ability
to think about a situation, issue or process in new or varying ways and to generate new ideas. This includes
the willingness to seek out and implement better ways of doing things and to embrace change.

Planning and organising - ability to identify objectives and develop effective action plans to achieve them.
High level of initiative and self-management. Excellent time management skills and ability to respond to
demanding timelines. Results focused and ability to deliver on commitments.

Managing Personal Responsibilities — upholds personal, professional, and ethical conduct. Demonstrate
ethical practice and the maintenance of professional boundaries. Knowledge and commitment to the
principles of EEO.

Managing Information and Uses Technology - managing information effectively, and using information
technology to be efficient, productive, and to deliver a high standard of service

Cultural Responsiveness - The ability and desire to show cultural sensitivity, awareness and understanding
of diversity. This includes reinforcing culturally sensitive behaviour, being responsive to Maori and other
cultural groups. Ability to work within diverse cultural settings.

Signed Date: / /

Kaimahi - Employee

Signed Date: / /

Christchurch Methodist Mission - Employer
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