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Position Description 
Team Leader Programmes, Promotions and Digital Support 

POSITION DETAILS 
T I T LE  Team Leader Programmes, Promotions and Digital Support 

RE POR TS  T O  General Manager Community Experience 

LO CA T ION  Whakatāne District Council offices  

DATE  June 2025 

D IRE CT REP OR TS  TBC - Approx 3 FTE 

F IN AN C IA L DE LE GA T ION  $10,000 

 

PURPOSE OF POSITION 

Lead the growth of digital capability and the provision of programmes, marketing and promotions for the library, arts 
and heritage teams (the Arts). This involves leading a team to develop and deploy a strategy to support the design 
and delivery of an aligned set of educational public programmes, and effective marketing and promotional plans, to 
enhance community awareness, engagement, learning, and participation in the Arts while leveraging digital capability 
to maximise the efficient and effective delivery of services and community outreach. 

 

KEY ACCOUNTABILITIES 
KEY RESULT AREAS EXPECTED OUTCOMES / PERFORMANCE INDICATORS 

VA LUES  The best interest of the organisation is represented at all times ensuring Council values 
are reflected in behaviours and professional delivery of role.  

PEO P LE  LEADE RS HIP  Lead and support a multidisciplinary team building a positive, collaborative, and innovative 
team culture. 

Lead change initiatives and support continuous improvement in service delivery and staff 
experience. 

Provide effective leadership, coaching, support, and professional development to grow 
team capability, engagement and performance. 

Promote teamwork and collaboration among staff, encouraging an environment of 
innovation and continuous improvement in service delivery. 

BU SI NESS  PLAN NIN G 

A ND DE L IVERY  
Collaborate with colleagues across the Arts to develop a programmes, promotions and 
digital strategy that will enable the Arts to grow patronage, access, learning and 
participation across Whakatane District’s diverse community.  

Lead the development and utilisation of digital solutions to transform Arts services and 
customer experience and supporting the community to access information, education, 
programmes and experiences through the utilisation of spaces and gateways that adapt 
with the changing needs of our diverse communities.  

Enable and support the efforts to optimise the completeness and accuracy of information 
records, and to enhance our offering and delivery through established and new channels 
of digital services. 

Lead the collaborative design and delivery of vibrant educational public programmes, 
resources and events across the Arts, that leverage current collections and planned 
exhibitions, that meet the needs and interests of different community groups and 
celebrate the diversity of Whakatane District.  
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Lead the development, implementation and evaluation of marketing and promotional 
strategies to raise awareness and engagement with Library, Arts and Heritage services, 
events and programmes maximising alignment opportunities. 

Lead the development and implementation of aligned branding across the Arts, ensuring 
marketing collateral, including brochures, newsletters, posters, and social media and 
digital content is aligned and optimised. 

Manage project timelines, budgets and resource allocation for maximum efficiency and 
output. 

Manage budgets, funding applications, contracts, and reporting requirements, ensuring 
effective use of resources and alignment with strategic goals. 

Use data and analytics to monitor performance, inform planning and decisions, and 
demonstrate impact and report accordingly. 

RE LAT IO NS HI P  

BU I LD ING  
Build and maintain strong partnerships with iwi, community organisations, educational 
institutions, funding bodies, and the wider Arts community to support strategy setting and 
delivery. 

Represent the Council in professional networks and forums to strengthen sector 
collaboration and visibility. 

Collaborate and support colleagues in the implementation of programmes and 
promotional activities to grow visitors and community engagement across the Arts.  

Ensure patrons are encouraged to share feedback and ideas about services, programmes 
and promotions, and that their voices are heard and incorporated into decision-making. 

HE A LT H ,  SAFET Y AND 

WE LLBE IN G  
Ensure Council’s documentation and procedures are understood and implemented to 
ensure risks to health and safety of those in the workplace are eliminated and / or 
controlled. 

Accurately report all work-related hazards, incidents and accidents and implement any 
follow up corrective actions. 

Provide support, as required, to Health and Safety staff and General Manager to complete 
due diligence audits and other internal audits, assessments, and investigations. 

Regularly attend Health and Safety training, ensuring certification is current, as required. 

Ensure active worker participation and engagement in Council’s health, safety and 
wellbeing practices and projects. 

ADD IT IO NA L DU T IES  Assist with emergency management events as instructed and attend relevant training in 
Civil Defence as required. 

Attend relevant training, as required. 

Complete other duties that may be required, in agreement with the line Manager. 

 

KEY RELATIONSHIPS 
EXTERNAL INTERNAL 

▪ Community organisations 
▪ Educational institutions 
▪ Iwi 

▪ Councillors 
▪ Leadership team 
▪ Arts and Heritage management team and staff 
▪ Communications Team 
▪ Tourism and Events Team 
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PERSON SPECIFICATION 
QU A L IF I CA T ION S   A relevant tertiary qualification in marketing, communications, public relations, 

information management, digital technology, computer or library science or a related 
field. 

EX PER IENCE  Proven experience in programmes, marketing, promotions, and/or communications, 
preferably within the arts, cultural, or public sector and with a digital lens. 

KNO W LEDGE ,  S K I LLS  AND  

A T TR IBU TES  
Proficiency in social media management, content creation, and digital marketing tools. 

3 years’ experience in team leadership, strategic planning, and project management. 

Excellent interpersonal skills and ability to relate to, and collaborate with, people at all 
levels. 

Demonstrated skills in leading and developing teams, managing performance, and 
achieving cultural alignment with organisational values. 

Excellent relationship management and communication skills, with the ability to 
engage respectfully and collaboratively with iwi, artists, and community groups. 

A relationship builder with an understanding of tikanga and the ability to communicate 
in a culturally competent manner. 

High level of organisational, financial, and analytical skills. 

Collaborative and cooperative team player that values diversity and inclusion. 

OVERALL  Has no previous or current medical conditions, which would affect the ability to 
perform the duties described in the job description. 

Able to work overtime and weekends should this be required.   

Full clean current drivers’ licence. 

 
 

 

I, ____________________________________________________________ agree and accept the duties and responsibilities 
captured in this position description. 
 
 

 
___________________________________                                                       _______________________ 
Employee signature                                            Date 
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