
   

 

 

APPENDIX 2 

POSITION DESCRIPTION COVER SHEET 

 

COVID-19 Vaccinator- Casual / Fixed Term 

Casual Authorised and Provisional Vaccinators, NHHT 
 

Ngati Hine Health Trust Vision Statement 

 

Kia whakamana te whānau kia anga whakamua ki to oranga. 

Ko Ngāti Hine Pukepuke rau e kōkiri ana. 

To empower whānau to find their voice, 

Steady their footing and advance their well-being. 

 

Ngati Hine Health Trust Mission Statement 

 

Kia mātāmua te noho a Ngāti Hine Health Trust i roto i ōnā pānga katoa. 

Ki reira, hīkina ai te mānuka, ao noa pō noa. 

To grow Ngāti Hine Health Trust as the most trusted provider of integrated 

whānau ora services in the North. Ngāti Hine Heath Trust will demonstrate leadership, 

innovation and courage through challenging systems and structures that are not 

delivering results for whānau. 
 

Background: 

 

The Ngāti Hine Health Trust (NHHT) is a Charitable Trust and has offices spread throughout the North 

with primary offices in Kawakawa and Whangarei. The Trust has served the Northland community for 

many years and is a major Northland employer delivering high quality health and disability, social, 

educational, youth and broadcasting services throughout Northland. 

Please note that all employees of the Trust are expected to uphold the Trust’s high quality performance 

standards. 

 

Te Tiriti o Waitangi: 

 

The Ngāti Hine Health Trust requires all of its personnel to have knowledge of, and the implications of 

honouring, Te Tiriti o Waitangi. The Trust believe that  the key to honouring Te Tiriti o Waitangi (the 

Treaty of Waitangi) lies in  recognising the rights of Maori as the indigenous people of Aotearoa New 

Zealand.  Those rights are confirmed by the Treaty. The values, beliefs and traditions of Maori as 

Whānau, Hapu and Iwi are fundamental to Maori identity and as such, should be respected and 

promoted without expectation of adaptation and/or assimilation into the dominant culture.  Maori 

Tikanga is unique and a taonga to which, all present and future Maori are entitled.  Maori health status 

and the ability of Maori to both contribute to and derive benefit from New Zealand society, is dependent 

upon healthy Maori personal and cultural identity. 

All employees of the Trust are expected to uphold the Trust’s Vision, Mission and Te Tiriti o Waitangi 

Statements.  

 

 

 



POSITION DESCRIPTION 

 

Team: Tapuhi (Nursing) services 

Position Title: Covid-19 Vaccinator, NHHT 

Reports to: 

Salary Scale: 

Account Code: 

Clinical Nurse Lead  

$63,000 to $103,000 gross taxable per annum 

211076 / Pouerua 

  

 

Applicants for this role require a satisfactory NZ Police Vetting as a requirement for 

appointment. 

 

 

Role Summary 

 

This position works within Ngati Hine Health Trust (NHHT) for the purpose 
of the Covid vaccination programme to provide Immunisation to whānau as 
part of the Vaccination team. However you may required to undertake 
duties in other areas of the Trust which promote the efficient and effective 
operation of NHHT and which reasonably fall within the general parameters 
of the position. 

 

 

Te Kaupapa O Te 

Mahi Primary 

Purpose of the 

Role 

 
 The key purpose of the role is to provide Immunisation related to the 

COVID 19 health response as directed by Clinical Nurse Lead for NHHT 

COVID 19 Vaccination Team. 

 

 Provide a quality service, which meets professional standards, 

legislative, NHHT Policies requirements to whānau. Meeting the 

deadlines and working within the work practices and procedures of the 

COVID 19 Vaccination rollout team where support is required.  
 

 

My role responsibility   This role is primarily accountable for: 

 Working with whānau to identify and address health issues by facilitating 
access to health related to the COVID 19 pandemic. The health 
professional will prioritise those from high risk or vulnerable groups and 
those for whom barriers create an inequality or gap in access to health 
services.  This role is carried out via a combination of duties related to 
the COVID 19 Health Response. 

  



Key Performance Indicators  

Key Accountabilities 

(Key areas of your 
focus) 

Tasks 

(How you achieve) 

Performance Indicators  

(How you will be measured) 

Professional 

Responsibility 

 

Accepts responsibility for ensuring 
that his/her practice and conduct meet 
the standards of the professional, 
ethical and relevant legislated 
requirements. 

Demonstrates the ability to apply the 
principles of Te Tiriti O Waitangi. 

Demonstrates accountability for 
directing, monitoring and evaluating 
care that is provided by themselves 
and others. 

Promotes an environment that 
enables whānau safety, 
independence, quality of life, and 
health. 

Practises in a manner that the 
whānau determines as being 
culturally safe. 

 Health Professional is able to 
demonstrate knowledge, judgment 
and accountability for own actions 
and decisions, while promoting an 
environment that maximises 
patient’s safety, independence, 
quality of life and health.  

 Meets requirements to maintain 
practicing certification for the 
purposes of COVID vaccination. 

 

Management of Care Provides planned care to achieve 
identified outcomes. 

Ensures documentation and data 
entry into clinical notes is accurate. 

Ensures the patient has adequate 
explanation of the effects, 
consequences and alternatives of 
proposed treatment options. 

Acts appropriately to protect oneself 
and others by correct usage of 
infection prevention and control 
techniques. 

Evaluates patient progress toward 
expected outcomes in partnership 
with the whānau. 

Provides health education that 
promotes health literacy and 
strengthens the patient and their 
whānau within a medical framework  If 
other literacy or knowledge needs are 
identified the patient and whānau are 
guided to where they can get more 
support. 

Reflects upon, and evaluates with 
peers and experienced medical staff, 
the effectiveness of patient care. 

Promote, administer and implement 
relevant components of the COVID 19 
based immunisation programme. 

Participate in catch-up immunisation 
programs as required. 

Maintains professional development. 

 

 Able to demonstrate competence 
related to patient assessment and 
managing care, which is responsive 
to the patients needs and which is 
supported by evidence based 
research. 

 Ensure relevant and up to date 
patient information is provided at 
time of consultation to support 
informed consent. 

 Attends relevant training. 

 Practices health literacy promoting 
communications. 

 Demonstrate an understanding of 
waiting times and compliance 
standards. 

 Immunisation programs are 
provided in  accordance with NHHT 
immunisation programme 

 Maintains up to date vaccinator 
status. 

 



Interpersonal 

relationships 

Represents the NHHT when required 
and act in a manner that promotes 
NHHT values. 

Promote collaboration and integration 
between service providers. 

Support for national and regional 
service development. 

Establishes, maintains and concludes 
therapeutic interpersonal 
relationships with patient. 

Communicates clearly and 
respectfully applying the principles of 
good health literacy building that 
strengthens the patient their whānau 
and develops their literacy, 
knowledge and confidence. 

Communicates clearly, effectively and 
respectfully with all team members 
and partners in care provision. 

Demonstrates an openness to 
learning and a willingness to engage 
in cultural competency learning and 
team development to create a more 
responsive service. 

 Provides a safe and non-threatening 
environment for the patient and their 
whānau 

 

Inter-professional 

health care and 

quality improvement 

Collaborates and participates with 
colleagues and members of the health 
care team to facilitate and coordinate 
care. 

Recognises and values the roles and 
skills of all members of the health care 
team in the delivery of care. 

 Actively encourage and provide 
opportunity for patients and their 
whānau to provide feedback in 
regards to the service received and 
ways it could be improved. 

Quality and Safety of 

Service 

 

Lead, support or cooperating in multi-
agency projects to promote a healthy 
context or social environment that is 
safe. 

Contributes, as appropriate, to the 
development of organisation and 
departmental policies and 
procedures. 

Identify needs arising from strategic 
and local agendas and plan projects 
to improve standards and safety in 
service delivery. 

Role models the application of 
evidence based best practice 
principles in own practice and assists 
others in research related activities. 

 Risks reported into Risk register and 
reported to the Team Leader as per 
NHHT policy/procedure. 

 

Health and Safety in 

Employment 

 

Comply with all safe work procedures, 
policies and instructions. 

Report all incidents hazards and 
injuries to Lead/ Supervisors in a 
timely manner. 

Actively participate in the ongoing 
development of safe workplace 
practices in NHHT. 

 Completed the NHHT Health and 
Safety Orientation Course and  
updates 

 Demonstrated by signed training 
records. 

 Timely, full and accurate completion 
of accident and hazard forms if and 
when required. 



 Policies and Procedures 
Continuously work to improve the 
Trust’s procedures, standards or 
policies while adhering to regulatory 
guidelines and standards 
 

Actively contribute to the  
development of continual 
improvement processes 

 

Technical skills  Qualified and registered health professional with current New Zealand annual 
practicing certificate (APC). 

 Hold an Authorised Vaccinator or a Provisional Vaccinator qualification 

 Have a knowledge of vaccination processes to be able to support all 
members of the vaccination team. 

 Experience in the use and requirements of Cold Chain vaccination processes 

 Two to three years of community vaccination experience is ideal. 

 

 

Taha Tangata 
Huanga 

Personal attributes 
required 

To be effective and succeed in this role it is expected that you will have the 

following proven capabilities:  

 

 Commitment to Te Tiriti O Waitangi and Whānau Ora. 

 Comfortable in the use of and affinity with, Te Reo Maori and Tikanga 
Maori and confident in Te Ao Maori including social and community 
environments. 

 Excellent inter-personal skills, patience and empathy to build trusting 
relationships with our people and their whānau. 

 Good team member who is committed to both leading and serving the 
broader kaupapa (Vision and Mission) of Ngati Hine Health Trust. 

 Ability to build rapport quickly; networking to maintain and develop 
effective working relationships. 

 Computer literacy and experience working with/understanding of MS 
Word, Excel, Outlook, and relevant tools. 

 Uses verbal and written communication skills effectively, listens actively 
and shares relevant information.  

 Builds a logical approach to address problems or opportunities or manage 
the situation at hand by drawing on own knowledge and experience base 
and calling on other references and resources as necessary. 

 Makes the best use of time available, allocating the right time to the right 
activities, assigning priorities to tasks based on an understanding of 
importance and urgency requirements. With an ability to work without 
supervision. 

 Accepts full responsibility for self and contribution as a team member; 
displays honesty and truthfulness; confronts problems quickly; displays a 
strong commitment to organisational success. 

 Uses initiative to identify what needs to be done and takes action to 
achieve standards of excellence beyond job expectations.  

 Understands the workings, structure, and culture of NHHT as well as the 
political, social, economic, patient and service delivery issues affecting 
the Trust. 

 Works effectively in partnership with others, maintaining a positive open 
and objective attitude towards others in achieving goals.  

 Demonstrates an open-minded approach to understanding people 
regardless of their gender, age, race, national origin, religion, ethnicity, 



disability status, or other characteristics; treats all people fairly and 
consistently; effectively works with people from diverse backgrounds by 
treating them with dignity and respect 

 Is Smokefree, Vape Free, Drug Free and recognises the importance of 
maintaining good physical, intellectual and spiritual health. 

 Holds a current and unblemished driver’s license. 

 

 

Whakawhanaungatanga  
- relationships to 
nurture 

 

It is the responsibility of each NHHT employee to establish and maintain 

positive, healthy, collaborative and constructive partnerships with leaders, 

managers, clinicians, support staff and administrators and relevant 

external networks. 

 

Internal 
 Clinical Nurse Lead 
 Contract Conduit/ Hub 

Facilitator 
 Executive Leadership Team 
 Administration staff 
 All other NHHT staff 
 Volunteers 

 

External 

 Local Whanau, Hapu, Iwi & Marae 
 Health providers 
 MOH 
 NDHB 
 Community organisations 
 General Practitioners 
 Other Health Care Services 
 Relevant health networks 
 

 

Physical Attributes We will make all reasonable efforts to provide a safe and healthy work place 

for all, including persons with a disability. 

  Must be able to function in rapidly changing and demanding conditions 
when required. 

 Hearing and speech sufficient to communicate clearly with clients and 
co-workers enabling direct and telephone, communication and to hear 
the emergency alarm. 

 Ability to wear face masks and rubber gloves for protection against 
infectious disease. 

 Absence of a health condition which could increase appointee's 
susceptibility if exposed to infections more frequently than usual. 

 Skin condition should allow frequent contact with water, 
soap/disinfectant soap, chemicals and latex rubber. 

 The appointee must not have infection or colonisation with MRSA. 

 The appointee must not have a health condition that will put others at 
risk. 

 Manual dexterity sufficient to operate a variety of specialised equipment 
used within a clinical workplace as required, including syringes and 
intravenous pumps together with safe administration of drugs and use 
of clerical items including personal computers.  

 A high degree of physical capacity is required as the work is physically 
demanding, involving standing, walking, sitting, stretching, twisting 
bending and lifting/moving weights up to and above 15 kilograms 
frequently.  (Stature extremes may increase hazard of shared activities). 

 A high degree of mental concentration is required. 

 Ability to move about and undertake necessary duties (sometimes in 
restricted spaces) in community settings within the clinical workplace. 

 Visual ability sufficient to read, write/record, operate equipment, safely 
administer medications, monitor equipment and patient status enabling 



accurate performance of essential job duties. 

 Successful interviewees will need to know their "Hepatitis B" status and 
have available recent documented MRSA clearance. 

 

 

NHHT Core Workforce Skills 

 

These skills are set out below and are proposed to provide critical tools for staff recruitment and 

performance review 

 

1. Cognisant of and committed to Whānau Ora 

a. Can identify strategies that build whānau capability and lessens dependency; 

b. Understands the role of the Whānau Ora Navigator and can work collaboratively with them 

to socialise Whānau centred practice; 

c. Can show evidence of understanding and application of the NHHT Whānau Ora Model of 

Practice; 

d. Clear understanding of your role and where it sits in the Whānau Ora Outcomes 

Framework, as a reference for integration opportunities; 

e. Shows clear evidence of understanding and application, of the `self-managing’ concept 

under the NHHT Whānau Ora Model of Practice; 

f. The ability to shift practice, to think longer term with whānau and across a broader range 

of sectors 

 

2. Culturally Competent 

a. Being able to share cultural values when engaging with whānau; 

b. Extending cultural knowledge to support whānau aspirations; 

c. Takes full part in all tikanga-based organisation activity; 

d. Competence in Te Reo and or takes action to improve proficiency; 

e. Can articulate `Mārae Tikanga’, the self-managing practice in that context and the role of 

tikanga in governing, guiding and monitoring that self-managed practice 

 

3. Holistic Focus and Responsiveness to Whānau 

a. Can look beyond a single kaupapa, provider or service for solutions; 

b. Understands broader impact on the whole whānau as well as the individual within the 

whānau; 

c. Can address various connected concerns in a seamless way rather than as a series of 

isolated events eg (recognizing the connectedness between housing, health and 

employment); 

d. Allows whānau to determine how they might be supported; 

e. Works with others and with whānau to achieve the best wellbeing outcomes 

 

4. Comprehensive Skills to Support Whānau 

a. Shows a pattern of evidence of the skills listed in 1-3 above; 

b. Works with others to build whānau trust and engagement; 

c. Strong networks and knowledge of supports and services that meet whānau aspirations 

Personal Attributes Required / Taha Tangata Huanga 

a. Nga Mea Maori 
 Comfortable in the use of and affinity with, Te Reo Maori, and Tikanga Maori, and confident in 

Te Ao Maori including social and community environments.  
b. Traits 
 Adopts healthy lifestyle practices including being Smokefree and Drugfree and recognises the 

importance of maintaining good physical, intellectual and spiritual health 



c. Time Management 
 Has excellent professional and personal time management standards. 
d. Communication Skills 
 Able to communicate positively and effectively, including the presenting ideas, thoughts and 

arguments robustly. 
e. Flexibility and Adaptability 
 Ability to respond appropriately to different situations, conditions, people and ideas. 
f. Planning and Organising Skills 
 Plans in advance, sets targets, schedules and organises resources and monitors progress 

against plans.  
g. Team Orientation 
 Works effectively with groups to achieve common goals and values working as part of a team 

and is happy to lead the team. Shares ideas, issues and tasks and acts in a cooperative manner 
with others. 

h. Innovative Ability 
 Able to develop new working methods and introduce new ideas into work practice. Has originality 

of thought and is imaginative in work related ways. 
i.  Personal Initiative 
 Capable of acting outside conventional parameters and can initiate and implement new ideas 

and deal with issues confidently. 
j. Accuracy and Methods 
 Focuses on details and regards details as important. Likes to be accurate and methodical in 

approaching problems.  
k. Resilience 
 Copes well with pressure or unfavourable conditions. Stays calm and in control of emotions in 

intense, provocative or difficult situations. Always remains positive.  

 
SUMMARY: 

 

The COVID-19 Vaccinator, NHHT will be – 

 

 Loyal to the Clinical Nurse Lead, Chief Operations Officer NHHT and the Ngati Hine Health 
Trust 

 Professionally competent in all functions required in this role 

 Self-motivating 

 A strong team player 

 A Non Smoker 

 A good communicator 

 Skilled in time management and in achieving results 

 Professionally and culturally competent 

 A good professional role model  
 

 

“Disclaimer: Ngati Hine Health Trust is undergoing transformation and is in an implementation 

phase,  as such the nature of all position descriptions may be reviewed to align to the 

transformation.” 

 


