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Home | Pub Charity (pubcharitylimited.org.nz)

• 

Community Organisation Grants Scheme (COGS) » Community Matters

• 

Lottery Grants Board » Community Matters

 

 

https://www.pubcharitylimited.org.nz/
https://www.communitymatters.govt.nz/community-organisations-grants-scheme/
https://www.communitymatters.govt.nz/lottery-grants-board/
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http://www.pictonresource.co.nz/
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http://www.facebook.com/Awatere-Information-Centre%20-197696850409645
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Job Description 

Facility Administrator 
 

Job Summary 
The Renwick Museum facility located in the centre of the Marlborough town of Renwick serves as 

the home to the local museum, public library, visitor information centre and community hub. The 

position involves the administration of all of these facilities on a part time basis. 

Job Responsibilities 

1. To enable the smooth running the visitor Information centre, by :- 

a. Ensuring that visitor information materials are available and displayed for visitors & 

tourists. 

b. Maintaining and using your local knowledge to advise visitors of their options to 

maximise their experience of the Renwick district. 

2. Maintain the public library and book exchange by :- 

a. Liaising with Marlborough Library to ensure the stock of lending books are regularly 

updated. 

b. Maintaining records of publications lent and returned. 

c. Ensure that the books in the book exchange are suitable for public use. 

3. Administer use of the community hub by :- 

a. Liaise with groups and individuals wishing to use the hub facilities to book 

times/dates/requirements. 

b. Ensure collection of any fees charged. 

c. Actively engage with the local community to further use of the hub facility. 

4. Enhance the experience of museum for visitors by :- 

a. Acquiring and maintaining a good knowledge of the history of the town of Renwick 

and using that knowledge in conjunction with the displays to guide and inform 

visitors of the town's history. 

b. Ensure regular cleaning of the display area and display windows. 

c. Carry out day to day maintenance of the displays as necessary. 

d. Work with the committee to suggest ways to improve and enhance the “Renwick 

Story” within the museum. 

5. Maintain building security by ensuring alarm systems are on and doors are locked securely 

while the facility is closed. 
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Work Hours/Benefits 
Marlborough is the main wine growing area in the South Island of New Zealand and the 

town of Renwick is considered the “heart” of the wine district. It offers an unparalleled 

lifestyle with some of the highest sunshine hours in the country and easy access to the 

famous Marlborough Sounds. 

This position offers the opportunity to break into the tourism industry and would be a great 

starting point for a career in community or tourism management. 

The position is part time, 10am - 2pm, 5 days per week with the possibility that these hours 

could be extended in the future. 

Required Qualifications/Skills 

1. Formal qualifications are not a requirement for this position, however relevant experience in 

the tourism or hospitality industry might be beneficial. 

2. Good communication skills are a requirement as this is a public facing position. 

3. Smart and professional appearance commensurate with such a position is expected. 

4. An ability to gain a basic knowledge of the history and geography of the area is required. 

5. Must be willing to attend courses and attain basic qualifications in visitor information skills. 

6. Good computer and word processor skills are essential. 

7. Public speaking or teaching experience would be beneficial 

How to Apply 

To be filled in later 
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Projected Accounts for Renwick Museum 
 
This projection is based on 2019 - 2020, the last full year of operations of the museum (pre Covid 
shutdowns) 

 

Costs  2019-2020 Projected 2022-23 

Printing, stationary & postage 321 600 

Advertising 0 1,000 

AGM Costs 30 30 

Insurance 500 1500 

Refurbishment 55 100 

Office supplies 151 500 

Travel 0 100 

Power 521 1,500 

Phone/Internet 678 700 

Security 743 800 

Sundry 143 200 

Repairs/Maintenance 551 600 

Subscriptions 216 300 

Public displays 8,334 3,000 

Audit 699 500 

Affiliation fees 44 50 

Accounting 399 700 

Bank Charges 21 30 

Total 13,406 12,210 

 

Income  2019-2020 Projected 2022-23 

MDC support 7,500 7,500 

Te Papa 1,000 1,000 

Donations 750 1,200 

Sale of books etc 200 600 

Total 9,450 10,300 

 

Admin with some experience 
~ $25 for 20hr/week 5 days   26,000 
No experience $20/hr   20,800 
 
Projected budget based on more advertising, higher stationery and office costs, substantial 
increase in heating/power costs and necessary insurance to cover office equipment etc. 
Less would be spent on displays with emphasis more on live tours otherwise costs are adjusted 
for inflation. 

 
Income from MDC is assumed at current rate as is support from Te Papa. We would expect an 
increase in donations and income from sales. The coordinator would also be tasked with 
fundraising activities including applications to funders such as COGS and Pub Charities Ltd. 


