Job Description

   Job Title		Community Bike Administrator
   Organisation	Harbour Sport 
   Prepared		April 2026 
    Reports To	Community Bike Lead
   Location		Sports House, Stadium Drive, Albany
   Term		Full time 40 hours


[bookmark: Background]Background
Harbour Sport was established by sports organisations in the region to foster the North Harbour identity, provide co-ordination across the sports codes, increase participation, improve the quality of sports administration and promote the North Harbour region as a sports destination. To this end, although our work encompasses the entire spectrum of sport and physical activity, our clear intention is to move people from an interest in wellness to engaging in regular sport and physical activity.


[bookmark: Job_Purpose]Job Purpose
The purpose of this position is to manage the administration and coordination of the Cycle Skills training programme for Harbour Sport, in particular supporting the Bike Lead to run a professional programme both internally and externally. The aim being to increase the number of students upskilled in our region to learn ride bikes, develop skills for riding safely on the road , and ultimately increase participation in sport and active recreation by Harbour residents.
Your primary functional purpose is to seek, participate, be enthusiastic about and collaborate with your colleagues and to achieve agreed key tasks and KPIs. You are responsible for supporting, and in some cases leading the development, implementation and reviewing of the Cycle programmes. 


[bookmark: Harbour_Sport_Values]Harbour Sport Values 
 
	 
Manākitanga / Respectful care and support 
Manaaki i te katoa (Care for all) / Act with kindness and respect in every interaction. 
 

	 
Rangatiratanga / Leadership with integrity 
Whakatika i te ara (Walk the right path) / Lead with truth, integrity, and courage, even when it's hard. 
 

	 
Whanaungatanga / Inclusive connection and community 
Whakawhanaungatanga (Strengthen connections) / Create spaces where everyone feels seen, heard, and valued. 
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Key Areas of Role
· Support the Bike Lead to deliver cycle skills training across schools and community settings. 
· Manage administration for cycle projects to ensure smooth, fully integrated delivery. 
· Plan, coordinate, and oversee cycle training for schools and the community. 
· Assist the coordination of rosters, instructors, and delivery schedules. 
· Train cycle instructors (incl contractors) to ensure effective programme delivery. 
· Support wider bike, transport, and targeted cycle events. 
· Build and maintain relationships with Auckland Transport, Waka Kotahi and Local Boards including funding applications, reporting, and communication.
[bookmark: Key_Accountabilities]Key Accountabilities

Cycle Skills Training
· Lead, promote, plan, and coordinate cycle skills training across schools and the community in line with Waka Kotahi Bike Ready modules. 
· Assist with recruitment, management, and coordination of delivery staff and contractors. 

Upskilling Staff
· Support the Bike Lead to upskill staff in cycle skills training through effective coordination and administration. 

Other Bike and Transport Projects
· Support Bikes in Schools training and other bike or transport initiatives, such as Wheels Days, as required. 

Organisational Contribution
· Actively support the philosophy and culture of Harbour Sport and contribute to other Trust initiatives where practical. 
· Undertake relevant professional development and any additional duties aligned with the role.


[bookmark: Relationships_External]Relationships External
Establish and maintain effective relationships with key stakeholders including:

· Auckland Transport
· Waka Kotahi
· Auckland Council 
· Primary, Intermediate and Secondary School Principals &Teachers
· Bike On NZ Charitable Trust 
· Construction contractors
· Bike Shops and Community Hubs
· Regional Sports Organisations / Clubs
· Cycle Action Network and other community groups
· Local Board Representatives

[bookmark: Relationships_Internal]Relationships Internal
· Harbour Sport Staff
· Harbour Sport Board
· Volunteers



[bookmark: Experience_and_Knowledge]Experience and Knowledge
· Qualifications (desired but not required)
· Sport, Recreation, Physical Education, Health, Coaching, Community or related certificate, Diploma or degree.
· Grade 1, 2 or 3 Te Mahi Ako / Skills Active cycle skills instructor accredited or working towards it 
· National Certificate in Outdoor Recreation (cycling-level 3)
· Current first aid certificate
· Full Drivers License, ability to drive a trailer 

· Experience
· Awareness of cycle skills training delivery
· Quality administration and planning skills
· Working with schools, sports clubs and in the community.
· Working with children, young people and disabilities. 
· Project management, monitoring and evaluation, reporting
· In promoting Sport, Recreation and healthy lifestyles in either the sport, recreation or health sector

· Communication
· Excellent oral and written communication skills, inclusive of presentation to variety of diverse audiences and social media knowledge
· Computer literate and systems orientated (Word, Excel, Internet, Canva)

· Other
· Leadership skills
· Understanding of differing cultures and needs in relation to sport and recreation.
· Ability to work flexible hours (including weekends/evenings).
· A commitment to the vision of Harbour Sport - A community that is passionate about being physically active and healthy.
· Commitment to ongoing training and professional development.
· Time management skills.
· Adaptable and responsive to changing/evolving projects.
· Commitment to ongoing training and professional development.


[bookmark: Other_Duties]Other Duties
This job description is a broad picture of the position at the date of preparation. It is not an exhaustive list of all possible duties and it is recognised that jobs change and evolve over time. Consequently, this is not a contractual document, and the position holder will be required to carry out any other duties to the equivalent level that are necessary to fulfil the purpose of the job.
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