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Position Description 
 

Kaitaunaki 
Job Title Kaitaunaki 

Location Remote – work from home 

Reports to General Manager 

Direct Reports Nil 

Financial Delegation Nil 

About Grandparents Raising Grandchildren 
Our Vision: Raising resilient and healthy tamariki and rangatahi (children and youth) by empowering 
grandparents and whānau care families. 

Our Values: 

• Children are our taonga - Children are our taonga (treasure) and their caregivers are the 
kaitiaki (guardians) of their future 

• Whakapapa and Whanaungatanga - We embrace the need for people to be connected and 
belong to their family or whānau through the concepts of whakapapa   

• Ako – Learning from each other -We value Ako; the exchange of learning from one another 
and enriching each other’s lives.  

• Pono – Respect and Integrity - We honour the principles of Te Tiriti o Waitangi and work with 
honesty, respect, and integrity towards people of all ethnicities and cultural backgrounds. 

Purpose of the Position 
The Kaitaunaki is a frontline role delivering culturally responsive, trauma-informed support to 
grandparent and whānau caregivers raising vulnerable tamariki and rangatahi. Primarily delivered 
through phone-based engagement, this role ensures timely, effective advocacy and case management 
aligned with GRG’s Service Delivery Framework and strategic objectives. From time to time, the 
Kaitaunaki may also provide face-to-face support where appropriate, strengthens GRG’s national 
support network, contributes to contract deliverables, and supports impact reporting through 
accurate data capture and stakeholder engagement.  

This role must support our commitment to upholding the principles of Te Tiriti o Waitangi, our Me Tuku 
Māori Engagement Strategy and our values.  
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Key Responsibilities 
Area Tasks Outcomes 
Member 
Support and 
Case 
Management 

• Provide first-response support and 
options for caregivers, assisting to 
resolve barriers to care and 
wellbeing for themselves and the 
young people in their care. 

• Conduct culturally sensitive needs 
assessments and develop individual 
objective plans. 

• Maintain accurate case notes and 
documentation in our case 
management system within 48 
hours of engagement. 

• Refer members to GRG’s internal 
specialists or external agencies as 
appropriate. 

• Undertake Advocacy under Authority 
to Act on behalf, such as lodging 
Benefit Review applications and 
S317 Arrears applications with MSD. 
 

• Caregivers receive timely, 
culturally responsive and trauma-
informed support that strengthens 
whānau wellbeing. 

• Member needs are clearly 
assessed, documented and 
followed up through appropriate 
objective plans. 

• Caregivers are connected to the 
right internal and external 
supports, improving access to 
entitlements, advocacy and 
services. 

• Case records are accurate, current 
and completed within required 
timeframes to support continuity 
of care and reporting. 

Community 
Outreach and 
Engagement 

• Initiate and maintain relationships 
with local iwi, kaupapa Māori 
providers, Pacific organisations, and 
other ethnic community groups. 

• Collaborate with GRG’s volunteer 
Support Group Coordinators to 
strengthen local support networks. 

• Deliver outreach that reflects GRG’s 
values and builds trust within 
diverse communities. 

• Trusting relationships are 
developed with iwi, kaupapa 
Māori, Pacific and ethnic 
community organisations. 

• Local support networks for 
grandparent and whānau care 
families are strengthened and 
more accessible. 

• GRG’s presence and credibility 
within diverse communities is 
increased. 
 

Sector 
Collaboration 
and 
Stakeholder 
Relationships 

• Build and sustain relationships with 
Oranga Tamariki, MSD, Barnardo’s, 
Caring Families Aotearoa and other 
relevant agencies. 

• Provide expert guidance to GRG staff 
and volunteers on legislation and 
policy affecting caregivers. 

• Contribute to GRG’s advocacy and 
policy submissions by identifying 
emerging trends and member 
needs. 

• Support GRG’s reputation as a 
credible, culturally safe voice for 
grandparent and whānau care 
families. 

• Effective working relationships are 
maintained with key agencies to 
support coordinated responses for 
members. 

• GRG staff and volunteers have 
access to up-to-date guidance on 
relevant legislation, policy and 
best practice. 

• Emerging issues and systemic 
barriers affecting caregivers are 
identified and inform GRG 
advocacy and policy work. 

• GRG is recognised as a credible, 
culturally safe and informed voice 
for grandparent and whānau care 
families. 
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Training and 
Professional 
Development 

• Participate in internal and approved 
external training programmes. 

• Facilitate learning sessions for GRG 
staff and volunteers on relevant 
legislation and best practice. 

• Maintain up-to-date knowledge of 
social services, care and protection 
frameworks, and cultural protocols. 

• The Kaitaunaki maintains current 
knowledge of social service, care 
and protection, and cultural 
frameworks. 

• Practice remains culturally 
responsive, trauma-informed and 
aligned with current legislation and 
best practice. 

• Ongoing professional development 
contributes to high-quality, 
consistent service delivery. 

 
Compliance 
and Reporting 

• Ensure all work complies with GRG 
policies, procedures, and 
contractual obligations. 

• Assist with data and insights for 
funder reports, accountability 
documents, and strategic planning. 

• Be accessible via GRG’s 0800 
number, designated email, and 
mobile communications. 

• Service delivery is compliant with 
GRG policies, procedures, 
contractual obligations and privacy 
requirements. 

• Accurate data and insights are 
available to support funder 
reporting, accountability and 
strategic planning. 

• Members and stakeholders can 
reliably access the Kaitaunaki 
through agreed communication 
channels. 

• Reporting information 
demonstrates service impact, 
emerging needs and contribution 
to GRG outcomes. 

 

General Duties 
• Be punctual and work the hours and times specified. 
• Prioritise workload to ensure work of the greatest importance to the business is undertaken 

with urgency and to a high standard. 
• Support and help develop a positive workplace culture. 
• Demonstrate excellent interpersonal communication skills. 
• Responsibly manage all business resources within accountability levels. 
• Undertake all duties and responsibilities outlined in this job description and all other duties as 

required by the business. 
• Comply with all employment obligations. 
• Promptly undertake to complete all reasonable and lawful instructions and directions given. 
• Serve the business in good faith, promoting and protecting the business's best interests.  
• During work time, and such other times as may be reasonably required, dedicate all effort to 

the execution and fulfilment of the duties, responsibilities, obligations, and instructions 
related to employment. 

• Demonstrate through own actions a commitment to Health and Safety at work when 
undertaking work or observing others in the workplace. 
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Key Selection Criteria 
Area Selection Criteria 
Qualifications 
or Experience 

• Relevant tertiary qualification in Social Work, Community Services, or related 
field 

• Experience in and working knowledge of the social services, care and 
protection sector, as well as up to date knowledge of the legal and policy 
frameworks in these areas 

• Existing relationships and networks within MSD, Oranga Tamariki and other 
relevant agencies 

 
Skills • Strong advocacy, communication, and relationship-building skills 

• Cultural competence and respect for tikanga Māori and kawa 
• Empathy, resilience, and a genuine commitment to whānau wellbeing 
• Strong organisational skills, with the ability to manage a caseload and meet 

deadlines. 
• Good time management skills, initiative, and attention to detail. 
• Excellent written and case-note recording skills, experience using a client 

management system would be useful. 
• A can-do attitude and be a team player with a willingness to learn and 

contribute positively to GRG’s mahi. 
• Digitally competent with a good working knowledge using MS applications e.g., 

MS Word, PowerPoint, Excel, Outlook. 
• Strong interpersonal and communication skills, with the ability to inspire and 

support others. 
• Ability to work independently and collaboratively across diverse teams 
• Understanding of the challenges faced by kin caregivers is a plus. 

 
Personal 
Attributes 

• Empathetic communicator – actively listens and responds with sensitivity to 
the needs and concerns of members volunteers, staff, and stakeholders 

• Self-aware and reflective – understands own strengths, limitations, and 
emotional triggers, and seeks feedback to grow 

• Emotionally resilient – remains calm and constructive under pressure, and 
supports others through change or uncertainty 

• Diplomatic and tactful – navigates complex or sensitive situations with 
discretion and respect 

• Contributes positively to overall organisational culture 
 

Other 
Requirements 

• Clean driver’s licence and access to your own car 
• Criminal History check 

 
 


