
Christchurch Rudolf Steiner School 

Job Description 
  

POSITION:  Kindergarten Coordinator / Tumuaki  

TERMS:  Fixed term 1 year       

REPORT TO:  CPG and Proprietors Trust  

 

GENERAL RESPONSIBILITIES  

Ensure the effective daily operation of the Kindergarten.  

Commitment to the Special Character of the Kindergarten, as an integral part of the wider 

school organisation.  

Commitment to the Treaty of Waitangi and Te Whāriki, as part of our unique Aotearoa 

New Zealand setting  

Plan strategically for future needs to ensure the sustainability of the Kindergarten   

 

PERSON DESCRIPTION  

The applicant to this position would preferably be ECE qualified with Steiner training and 

a strong commitment to Steiner pedagogy.   

This role requires someone with strong leadership and interpersonal skills with the ability 

to work independently and make decisions while maintaining strong and trusted 

relationships. They will need to demonstrate excellent communication skills while 

maintaining a consultative and collaborative style.   

They will need good organisational skills and the ability to adapt, innovate and respond 

positively to unforeseen circumstances.  

  

CORE DUTIES AND SPECIFIC RESPONSIBILITIES  

The duties and responsibilities of the Kindergarten Manager may include but are not 

limited to:  

1. General Leadership 
 

i. Contact person for all enquiries. Respond in a timely and informed way to all 

official requests  

ii. Report and work collaboratively with CPG and Proprietors as needed  

iii. Use strategic thinking in response to changing conditions/requirements; pro-

active planning, identify challenges and formulate proposed solutions.  

iv. Implement any changes necessary to ensure compliance and documentation is in 

line with EC regulations   



v. Ensure policy and procedure documentation is maintained in accord with a review 

cycle  

vi. Address concerns and complaints (parents, colleagues) effectively and work 

actively to achieve a resolution in line with the complaints procedure  

 

2. Team Leadership 
 

i. Oversee planning and chairing of kindergarten staff meetings encouraging 

collegial working   

ii. Provide guidance and support to staff as needed  

iii. Collaborate with staff to create and review an Annual Plan, with focus on 

improvement and positive outcomes for children  

iv. Prepare for ERO visits and liaise the on-site review  

v. Attend or facilitate attendance of Waekura meetings (SEANZ early childhood 

section) representing Motueka and Christchurch   

 

 
3. Pedagogical Leadership 

 
i. Provide collaborative leadership overseeing curriculum evaluation, development 

and implementation, assessment documentation and reporting to parents  

ii. Uphold and promote a supportive and constructive ethos through leading by 

example and providing opportunities for mentoring  

iii. Actively create space to work on Steiner’s curriculum indications and perspective 

on child development collegially  

iv. Promote culturally responsive teaching and curriculum with a focus in particular on 

Maori   

v. Create a register of children needing extra learning support. Monitor progress and 

access extra support as needed   

vi. Support teachers in liaising with remedial support, agencies, specialists, mentors, 

student teachers and work experience students  

vii. Promote ongoing internal evaluation (review) development and sustainability of 

the Kindergarten. Ensure documentation of key developments  

viii. Engage in community consultation  

ix. Ensure termly parent evenings and promote parent education programmes to 

encourage community engagement with the Special Character  

x. Promote a learning environment where all students experience success in learning 

 

4. Staffing 
 

i. In collaboration with CPG, ensure staffing and timetables are completed for each 

year  

ii. Ensure an appropriate induction process and support for new staff  

iii. Maintain staff files, updating registration status   

iv. Create weekly staff timesheets using Kindergarten software (Infocare)  

v. Collate staff sheets fortnightly and file with the Financial Manager  

vi. Organise ‘Extended Hours’ holiday staffing schedule  



vii. Ensure staffing standards of performance and professionalism are met, in line with 

Job Descriptions and the Code and Standards (TC)  

viii. Ensure employment and contractual obligations are being met. Communicate any 

contract changes with all relevant parties including the payroll officer  

ix. Oversee the Professional Growth Cycle, PGC (Teaching Council, formerly 

‘appraisal’) for staff and ensure that staff are active and take responsibility for their 

annual teacher registration process  

x. Promote, participate in and support ongoing appropriate professional 

development (PLD) opportunities including Special Character, bicultural and first-

aid training  

xi. Plan and facilitate teacher only days (TOD) collaboratively   

xii. Maintain an updated relievers list, ensuring valid police vet checks   

xiii. Co-ordinate daily relief   

xiv. Undertake relief teaching as necessary and appropriate  

xv. Provide some daily lunch and break relief when necessary to a maximum of four (4) 

hours per week  

xvi. Promote staff wellbeing and be an advocate for teachers and relief staff  

xvii. Identify and fulfil the staffing needs of Kindergarten, in conjunction with CPG 

process  

xviii. Continue to develop and update the Staff Handbook  
  

5. Finance 

i. Attend school and Proprietor budget meetings  

ii. Ensure the Kindergarten’s resource allocation aligns with the annual and strategic 

objectives  

iii. Oversee Kindergarten supply budget and ordering of consumables and resources  

iv. Authorise and sign off orders and staff reimbursements  

v. Ensure donations information is explicit and available to parents   

 

6. Property 
  

i. Communicate with Operations Manager and Proprietors Trust in development of a 

property plan  

ii. Inform school Operations Manager and Caretaker of maintenance for an attractive 

and safe kindergarten environment (including grounds). Hazards are to be 

removed remediated or repaired as soon as possible  

 

7. Enrolment 
 

i. Maintain waitlist, communicate with families and manage queries  

ii. Facilitate new enrolment process  

iii. Liaise with School Enrolment Officer  

iv. Sort kindergarten and nursery group lists in consultation with teachers  

v. Complete enrolment updates for each child on the EC roll every year  

vi. Manage “cohort roll-overs” (3 x per year) working with the Financial Manager and 

School Enrolment Officer - ensuring teachers and parents are informed  

vii. Oversee Class 1 transition process  



 
8. Administration 

 
i. Ensure the Kindergarten runs smoothly and efficiently in day to day operations   

ii. Use kindergarten software (Infocare) to create daily sign-in sheets, frequent 

absence reports, update attestation forms, student information, kindergarten 

calendar and all other relevant functions   

iii. Complete RS7 funding returns (3 x per year) and be available for MOE audit   

iv. Complete ECE Return (Census) each year   

v. Update kindergarten administration forms in line with Ministry guidelines (at least 

once per year)  

vi. Maintain noticeboards that display legally required information  

vii. Health and safety:  

viii. Ensure all health and safety forms are standardised in line with EC regulations and 

used across all kindergartens  

ix. Implement work-safe procedures and practices as they apply to the Kindergarten  

x. Ensure Kindergarten implements effective positive guidance and child protection 

policies and procedures  

xi. Ensure correct ratio of first-aid trained staff are on at any given time and certificates 

are on display  

xii. Make sure staff know correct procedure during emergency drills and that they are 

undertaken and recorded  

 

Conditions of Employment  

Area School Teachers’ Collective Agreement    

As a manager you would be expected to work hours based on an 8hr day with some 

preparation and work undertaken during school holidays (some work may be completed 

off-site).  

I have read and understood this document:  

Signed by Employee:______________________________Date:_________  

  

Signed by Principal:_______________________________Date:  _________  

 

 


