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	JOB TITLE
	Kōmitimiti*

	TEAM
	People for Us

	REPORTS TO
	Regional Manager

	JOB TYPE
	Part time / Casual 

	LOCATION
	Various locations



Position Description
Position Purpose
The People for Us initiative is a disabled-person-led peer visiting service that supports disabled people and tāngata whaikaha Māori to be safe, heard, and supported to live good lives of their choosing.
The Kōmitimiti role is a blended role that combines the responsibilities of a Kaiārahi (Peer Worker) and Kaiāwhina (Coordinator).
The role exists to provide flexible coverage across both functions, with a primary emphasis on Kaiārahi responsibilities, building trusted relationships with disabled people, understanding their experiences, and supporting them to raise concerns and access support. 
In addition, the role carries responsibility for coordinating visits, managing administrative workflows, and maintaining accurate records within organisational systems, ensuring continuity and quality of service delivery.
This role is intended to be held by a disabled person, reflecting the disabled-person-led approach of People for Us.

Key Responsibilities
Kaiārahi (Peer Engagement)
· Visit disabled people in their homes (primarily community residential settings) to understand their experiences, wellbeing and safety 
· Build trusting, professional relationships with disabled people while maintaining clear boundaries 
· Support disabled people to: 
· Share their views, concerns, and aspirations
· Understand and exercise their rights using available supports 
· Identify solutions or access appropriate services
· Recognise and respond to concerns about safety, wellbeing, or abuse, escalating appropriately 
· Uphold the principles of Enabling Good Lives including choice and control
· Maintain confidentiality and professionalism at all times 
· Contribute to continuous improvement by sharing insights and learning

Kaiāwhina (Coordination & Administration)
· Coordinate and plan visits, including: 
· Scheduling and logistics
· Liaising with providers, whānau, and referral sources
· Support Kaiārahi to successfully lead scheduled visits
· Maintain accurate visit schedules and workflow tracking
· Complete and support visit documentation and reporting
· Enter, update, and manage information in organisational IT systems (e.g., case management systems)
· Ensure all records are accurate, timely, and compliant with organisational standards
· Track follow-up actions and ensure completion
· Support onboarding and coordination of Kaiārahi where required

Integrated Responsibilities (Hybrid Nature of Role)
· Seamlessly shift between peer engagement (Kaiārahi) and coordination functions (Kaiāwhina) depending on service needs
· Ensure continuity of visits and service delivery when covering for either role
· Maintain a holistic understanding of each case, including both relationship context and administrative status
· Work closely with the Regional Manager to prioritise workload and respond to demand

Safeguarding and Accountability
· Identify and escalate safeguarding concerns in line with organisation policy and procedures
· Ensure all concerns are clearly documented and tracked in systems
· Maintain professional boundaries and ethical practice at all times
· Participate in supervision and reflective practice

Collaboration and Relationships
· Work collaboratively with: 
· Kaiārahi and Kaiāwhina colleagues
· Regional Managers
· Disability support providers and agencies
· National office team members
· Build effective working relationships while maintaining independence and advocacy focus

Training and Development
· Participate in ongoing training, including: 
· Peer practice and safeguarding
· Communication and engagement skills
· IT systems and reporting tools
· Develop capability across both peer work and coordination disciplines

Reporting and Accountability
The Kaiārahi–Kaiāwhina Coordinator is responsible for ensuring both quality engagement and accurate administrative reporting.
Visit Engagement
· Ensure meaningful, respectful engagement with disabled people
· Accurately capture experiences, concerns, and outcomes
Documentation and Systems
· Complete and maintain high-quality records in IT systems
· Ensure all data is accurate, complete, and up to date
Safeguarding
· Promptly report and document any concerns or incidents
· Follow escalation pathways in partnership with the Regional Manager
Coordination Continuity
· Maintain up-to-date schedules and ensure continuity of visits
· Monitor and complete follow-up actions

Person Specification
Essential
· Lived experience as a disabled person (required)
· Strong interpersonal and relationship-building skills
· Ability to engage with people who communicate in different ways
· Commitment to disability rights, safeguarding, and person-directed approaches
· Understanding of: 
· Te Tiriti o Waitangi
· United Nations Convention on the Rights of Persons with Disabilities (UNCRPD)
· Enabling Good Lives principles 
· Ability to maintain professional boundaries and confidentiality 
· Good organisational and time management skills
· Confidence using IT systems, including email, documents, and case management tools 
· Ability to work both independently and as part of a team
· A valid New Zealand drivers licence.
Desirable
· Experience in peer support, advocacy, or community-based roles
· Experience in coordination, administration, or service delivery support
· Experience using client management or CRM systems
· Understanding of disability support systems and services

Additional Information
· This role is typically engaged on a part time or casual basis, with flexible hours depending on service demand 
· Work may include travel within the region
· Clean police vetting is required
· The role may evolve as the People for Us service grows
 
This job description serves to illustrate the scope and responsibilities of the role and is not intended to be an exhaustive list of duties. You will be expected to perform other job-related tasks requested by management and as necessitated by the development of this role and the development of the business. 

*The name Kōmitimiti means to mix, interweave, blend, or bring together (usually a river). It is a versatile word used to describe combining distinct elements into one cohesive whole. In this case it brings together elements of the Kaiārahi (peer lead) and Kaiāwhina (visit coordinator) roles
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