
 
Whakaahuatanga Tūranga Mahi 

Job Description 

 

Position title Overnight Coordinator 

Division: Youth Hub – Social Services 

Location: Ōtautahi 

Responsible to: Youth Hub Housing Manager 

Date approved: Aug 2028 

Delegated authority Nil 

Staff responsibilities  Nil 

Te Mīhana - The Mission 

Christchurch Methodist Mission (CMM) is a social service agency of Te Hāhi 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 Hāhi 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.  

Tō Matawhānui - Our Vision 
A socially just and inclusive society in which all people flourish. 

Tō Mātou Mīhana CMM - Our Mission 
To promote and enhance the dignity of all people through: 

- Providing compassionate care, support and empowerment of those most vulnerable in our community 
- Building communities, neighbourhoods and a wider society that are fair and inclusive 
- 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. 

Our Partnerships  
We are committed to Te Tiriti o Waitangi in all our work and to working in partnership as Māori and Tauiwi. 

Ngā Uaratanga - Values 

• Tumanako (Hope)- Believing that change is possible 
• Whakaute (Respect)- For people, and every person’s unique value 
• Hei kaikōrero mō te tika me te mana taurite (Social Justice)- Inequality, unfairness and exclusion will 

be challenged 
• Ngākau pono (Integrity)- Actions speak louder than words 
• Mahi tahi (Partnership)- Strength is found in cooperation
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• Whakamana (Empowerment)- Recognising and enhancing the mana in all people 
• Whakakauka (Sustainability)- Responding to the challenges of climate change. 

Te Kaupapa o Te Tūranga - Purpose of Position  

This role forms part of a transitional housing service situated in New Zealand's first purpose-built Youth Hub.   
The transitional housing service provides accommodation and strengths-based support services to rangatahi 
who are experiencing, or are at risk of homelessness, providing an opportunity for them to develop and 
achieve a successful transition to independent living. 
Housing is available for young people aged 16-24 years (with a priority being given to the younger age group) 
with referrals coming primarily via the Ministry of Social Development. Youth services will be based in the 
same complex and will include health and mental health services, as well as, educational and employment 
support. 
The Overnight Coordinator, provides safety, support, and continuity of care for our youth while ensuring 
smooth operation during overnight hours within the transitional housing.  

He Noho Haepapa - Key Responsibilities 

Ensure Safety and 
Security 

• Conduct regular property checks to maintain a safe and secure environment. 

• Monitor security systems (e.g., cameras,) and respond promptly to any 
incidents. 

• Act as the first responder in emergencies, such as medical issues, fire 
evacuations, or conflicts, following established protocols. 

Provide Overnight 
Support 

 

• Be available to rangatahi who require assistance, offering emotional and 
practical support as needed. 

• De-escalate conflicts or crises and implement appropriate interventions. 

• Maintain a calm, approachable presence to help rangatahi feel safe during 
night-time hours. 

• Manage any situations involving substance use, mental health crises, or 
conflicts according to established protocols, escalating to on-call staff or 
emergency services as needed. 

• Provide immediate response to neighbour’s concerns and escalate as 
appropriate.  

Maintain Operational 
Continuity 

 

• Provide a seamless transition between daytime and overnight operations 
through effective communication and thorough record-keeping. 

• Record and communicate important information through detailed shift 
handovers and incident reports. 

• Ensure house rules are followed, addressing and documenting any breaches. 

• Oversee basic administrative tasks, such as filing, updating notes, creating 
daily handovers, some general cleaning or any other duties as requested by 
Youth Hub Housing Manager. 

• Liaison with concierge staff monitoring the front desk. 

• Be available for occasional team meetings, trainings, or staff building days 
which fall outside of night time hours. 

• Undertake any other appropriate activities that fall within the purpose of the 
position stated at the beginning of this job description. 
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Promote Well-Being and 
Independence 

 

• Support rangatahi with night-time routines, such as creating a quiet 
environment conducive to rest. 

• Assist rangatahi in managing immediate challenges (e.g., anxiety, sleep 
disturbances). 

• Encourage self-reliance and personal growth through supportive, respectful 
interactions. 

• Support rangatahi in establishing and maintaining night-time routines, such 
as sleep hygiene. 

Contribute to a Positive 
Culture 

 

• Build trust and rapport with rangatahi, promoting a sense of community and 
belonging. 

• Act as a positive role model, demonstrating positive and appropriate 
behaviours and attitudes. 

• Maintain shared spaces by tidying and preparing common areas for the next 
day. 

Emergency and On-Call 
Liaison 

 

• Act as the primary contact for on-call staff, emergency services, or external 
agencies during the night. 

• Follow procedures for crisis management, including contacting on-call and 
escalating when necessary.  

• Support the management of potential or actual risks to the safety of the 
rangatahi by completing an immediate risk assessment if needed and then 
seeking support from on-call or emergency services as required.  

Demonstration of best 
practice 

 

Adhere to best practise standards, including  

• Using existing professional practice tools and those which may from 
time to time be introduced by the Methodist Mission.   

• Working in accordance with the requirements of the Oranga Tamariki 
Act 1989, the Domestic Violence Act 1995, Care of Children Act 2004, 
Children’s Act 2014 (and any amendments to legislation) and adhere to 
the Methodist Mission’s Child Protection Policy. 

• Where applicable, working within the code of ethics of their profession 
or professional registration body e.g. Social Worker Registration Board, 
Code of Ethics for Youth Work in New Zealand Aotearoa. 

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. 
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• Undertake professional development, supervision and training as required 
and agreed. 

• Any other tasks reasonably requested. 

He Mātauranga / He Wheako - Learning and Experience 

Ngā Pūkenga Mātua - Essential Skills Ngā Pūkenga Mariu – Desirable Skills 

• Experience working with young people or in a 
housing/support role. 

• Experience in working with people from diverse 
cultural backgrounds, in particular Māori and 
Pacific Peoples and in facilitating and negotiating 
culturally relevant decision making. 

• An understanding of the relevance of Te Tiriti o 
Waitangi to the services offered by CMM. 

• Sound administrative and computer skills (MS 
Word, Email, and Database applications). 

• Availability to work overnight shifts, including 
weekends and public holidays. 

• A clean, current drivers licence.  

• Community connections support rangatahi 

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-judgemental approach. 
 Patience, empathy, and a genuine passion for helping rangatahi succeed. 

Ngā Kawenga Mātua - Key Relationships 

He Honongā-ā-Roto - Internal He Honongā-ā-Waho - External 

• Staff of the wider Christchurch Methodist 
Mission  

• Executive Director  

• Divisional Managers 

• CMM Board. 

• Community Organisations 

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

Ngā 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 service users. Demonstrates a commitment to 

understanding and meeting service users expectations and delivering a high-quality service. Sensitive to 
the needs, concerns and prospective of service users. 
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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 and Health and Safety policies and procedures. 

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 Māori 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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