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POSITION DESCRIPTION


	Position
	Chief Operating Officer (new position)

	Reports To
	Chief Executive Officer

	Location
	Christchurch

	Date 
	June 2022




Nature and Scope
Wools of New Zealand (WNZ) is 100% owned by the farming families who grow their wool.  WNZ have approximately 2000 shareholders and 4000 suppliers throughout New Zealand. It comprises of eight depots and around 100 team members, who process more than 200,000 bales of wool per annum.  The new carpet business provides New Zealand wool carpet through local retailers. 

WNZ follow these key values:
· Integrity – being transparent and traceable at all times
· Innovation – improving the way wool is grown and investing in research into reducing environmental impact and raising standards
· Sustainable – protecting our world for the next generation by producing with low environmental impact
· Wool for a better world – Sustainability and strong ethics at all times.



	Purpose

	[bookmark: _Hlk82420110]
The Purpose of the Chief Operating Officer is to provide senior leadership and operational management of the Wools of New Zealand business.  The role will focus on operational management and will work closely with the CEO to oversee the day-to-day management of operations, ensuring product specification and customer expectations are met and sales performance delivered. 

The COO is responsible for the financial strategy of the organisation, in conjunction with the key stakeholders. This will ensure Wools of New Zealand is able to take advantage of all growth opportunities, whilst delivering the highest quality financial services and the effective leadership of the Finance and Administration teams. 






	Key Responsibilities
	Performance Expectations

	Operational Management - Wools
The COO is responsible for the overall management of all aspects of the Wool Stores and Warehouses in a way that maintains production output requirements for Wools of NZ at the lowest possible operating cost and highest efficiency, while meeting customer and regulatory standards and operations.
	· Lead company operations to meet budget and other financial goals for the wool operation division 
· Ensure operations, sales/wool buying and logistics functions work together to ensure a thorough sales and operational planning process is implemented and managed
· Oversight of the optimisation for the utilisation of wool production processes including monitoring of key performance indicators
· Assist the CEO and management team by providing operational information and interpretation of such information to support timely reporting and decision making
· Ensure effective audit of quality systems within the wool production process are in place and managed
· Ensure the preventative maintenance programmes for the wool stores are developed and managed effectively
· Ensure all products meet the customers’ quality, volume and service delivery requirements
· Ensure there is fluid and open communication and cooperation across all operations and sales/wool buyings
· Monitor stock to ensure adequate supply is available for sales in conjunction with the North and South Island Managers, supply chain function and sales team
· Oversee the effective and efficient management of all logistical aspects associated with all inwards and outwards goods and inventory management

	Operational Management – Carpet
The COO is responsible for the overall management of the carpet business to ensure logistical supply chain of raw wool product to Zenova, Turkey and logistics for import of completed carpet to retailers within New Zealand and Australia. This includes managing the warehouse and distribution to retailers and meeting sales, profit and quality targets through effective DIFOT.
	· Lead company operations to meet budget and other financial goals for the carpet division 
· Oversight of the optimisation of logistics of supplying raw produce to the offshore carpet manufacturer including monitoring of key performance indicators
· Ensure manufacturing, operations and supply chain functions work together to ensure that a thorough sales and operational planning process is implemented and managed
· Assist the CEO and management team by providing operational information and interpretation of such information to support timely reporting and decision making
· Ensure effective audit of quality systems within the carpet production process are in place and managed
· Ensure all products meet the customers’ quality, volume and service delivery requirements
· Ensure there is fluid and open communication and cooperation across all operations 
· Monitor stock to ensure adequate supply is available for retailers in conjunction with the logistics function and sales team
· Oversee the effective and efficient management of all logistical aspects associated with all inwards and outwards goods and inventory management

	Financial Performance
To be responsible for the financial performance of WNZ and ensuring WNZ meets its budget and shareholder expectations
	· Develop and monitor plans to grow the business and achieve financial performance objectives
· Ensure financial targets are achieved through effective management of resources
· Ensure generation of positive cash from operations
· Rigorous benchmarking both internally and externally
· Lead the Finance and Administration teams to ensure that they effectively manage services
· Ensure optimisation of business processes through maximisation of revenues and minimisation of costs
· Control overheads to ensure they are within approved budget constraints
· Financial decisions taken in the best interests of WNZ shareholders
· Submit monthly and yearly financial statements, budgets and reports for consideration by the CEO and Board
· Ongoing monitoring and management of banking relationships, including any bank lines of credit, cashflow analysis and the management of any short and long-term debts
· Manage International financial requirements within regulatory boundaries
· Effective maintenance and capital replacement programmes in place
· Meet all taxation and regulatory requirements
· Manage the third-party payroll provider to ensure that wages/salaries are paid on time and accurate.
· Asset development plans in place to enhance financial performance

	Business Strategy
In conjunction with CEO be responsible for collaborating on the development of business strategy and implementation for the Wool operation and carpet operation 
	· Engagement with the SLT and CEO to set key business directions, strategies and KPIs
· Implementation of strategies with key action plans and performance measures in place
· Ongoing review of strategies to fit with Operating Strategy and overall WNZ integrated business direction
· Development of management plans to mitigate business risks
· Ensure that WNZ keeps abreast of current market, economic, technology and political trends to maximise business opportunities and minimize risk

	Sales and Marketing Leadership
To be responsible for managing the performance of the Sales/buying function within the wool division or the carpet division in order to deliver sales and performance targets
	· In conjunction with SLT set and meet revenue and profit margins and motivate staff to achieve these goals
· In conjunction with Wool Managers, develop, implement, review and monitor the sales/buying plans and budgets
· Ensure a pipeline of sales/buying opportunities is maintained and opportunities secured
· Manage customer relationships and ensure expectations are exceeded
· Continuously review sales/wool buying forecasts and objectives in relation to current conditions and sales activity
· Develop and implement effective sales/wool buying strategies that deliver on the business plan in conjunction with the CEO and Wool Managers
· In conjunction with CEO and Wool Managers review set pricing levels and discounts on a regular basis based on market intelligence
· Work with the marketing team to develop new product innovations and promotions based on market feedback that directly and positively impacts sales performance
· Ensure awareness and identify competition developments, industry trends and current trading opportunities and develop strategies to leverage these opportunities

	Governance
Ensure governance support requirements from operations for the Wools of NZ Board are met
	· Regular reviews are undertaken of statutory compliance reporting programmes
· Ensure statutory compliance exception reports are acted upon in a timely manner
· Ensure appropriate legal advice is sought to operate within laws and regulations
· Establish control objectives and the identification and analysis of relevant risks for the achievement of established objectives and regulatory compliance
· Ensure business internal controls comply with Wools of NZ Group policy
· Ensure both external and internal audit processes are efficiently undertaken with prompt implementation of recommendations

	Leadership and Human Resources
To provide leadership to the finance, administration, operations and sales functions to ensure performance requirements and profitability targets are met 
	· Lead, coach and inspire staff to achieve their performance targets in a positive, engaged, innovative, efficient and safe environment
· Manage recruitment, selection and training of new team members as required
· Provide support and opportunities to staff to develop their skills in their role, achieve sales and operational targets, while ensuring a succession plan is in place for all key roles
· Ensure team members adhere to operational procedures and HR policies and perform to the requirements of their roles by managing performance, expectations and providing support and coaching
· Effectively communicate with team members, providing information as relevant
· Maintain and develop beneficial working relationships with other functions to further Wools of NZ’s objectives









	Health, Safety and Environment
To be responsible for demonstrating and adhering to relevant HSE systems to always ensure a safe environment
	· Demonstrate leadership in Health & Safety and Environment procedures/issues and ensure that: 
· Safe work and environmental practices are followed at all times by staff and contractors
· All operations comply with legal requirements including the Health and Safety at Work Act 2015, the Resource Management Act 1991, and other relevant statutory requirements
· All operations operate in accordance with best practice
· Ensure all accidents and relevant incidents are reported on and investigated in a timely manner and corrective measures are put in place and effectively communicated
· Ensure that Health & Safety and other in-house policies are kept up to date and are effectively communicated and embedded into the company’s culture to encourage and maintain compliance  
· Champion the business to be leaders in health and safety and environmental management ensuring the compliance requirements of Wools of NZ are always at least met if not exceeded
· Champion safety processes and hold everyone accountable for keeping themselves and their co workers safe
· Actively work to prevent/eliminate risks that cause injury or illness

	
Continuous Improvement
To oversee the development of continuous improvement objectives that drive sustainable efficiency gains and improvements to the sales and production processes. This includes benchmarking against industry best practice where possible
	· Develop and implement operating systems and procedures that enhance the effectiveness of Wools of NZ’s production and sales/buying systems
· Develop a continuous improvement culture 
· Review policies, systems and procedures as required ensuring customer and regulatory requirements are adhered to at all times including the implementation of project quality plans
· Analyse and assess operational related industry, market and competitor trends and report on their implications for the company
· Provide recommendations for future direction for the company

	Personal Development 
The Chief Operating Officer will be responsible for their own personal development 
	· Attend relevant and value adding professional courses, conferences and programmes in consultation with the CEO
· Be a member of relevant industry institutes and associations and representing Wools of NZ in a professional manner
· Identify own professional and personal development needs and determine how these will be met utilising assistance from the CEO where necessary

	Other Duties 
To be responsible for all other tasks and duties as and when required 
	· Respond to customers in accordance with company standards
· All other duties are carried out in a timely and accurate manner and in accordance with Wools of NZ’s policies and procedures
· Undertake all other duties that are reasonably requested by the CEO from time to time




Relationships

	
Key Relationships

	Internal
	· CEO
· North Island and South Island Logistics Managers 
· National Wool Manager
· South Island Wool Manager
· Commercial Manager - Carpets
· Executive Assistant
· Senior Leadership Team
· Sales Representatives
· Operations Staff
· Finance and Administration Staff

	External
	· Growers
· Suppliers
· Customers
· Consultants
· Industry Associations 
· Service Providers 



Personal Specifications 

	Personal Specification & Experience 

	
Qualifications and Experience

· A relevant tertiary qualification – CA or equivalent 

Experience 

· Demonstrated financial management experience >10 years
· Demonstrated commercial acumen especially within business that has scaled up to meet targets
· Experience in rural sector – wool trading advantageous
· Experience leading multi-disciplinary teams 
· Experience in strategic sales activities and increasing value propositions within brands


Skills and Knowledge

· Strong leadership capability involving staff motivation and coaching skills
· Sound human resources and organisational development experience 
· Health and safety Champion
· Strong financial analysis skills
· Corporate mindset with entrepreneurial flair
· Knowledge of operational processes and production planning
· Strong analytical and problem-solving skills
· A commitment to ongoing development and keeping up to date with best practice


Attributes 
· Passion for the Industry
· Results oriented
· Strong communicator – able to relate at all levels
· Empathy for rural sector
· Customer and shareholder focused
· Affinity with the private sector
· Entrepreneurial approach 
· Takes initiative and a self starter



Limitation of Authority

	Authorities

	· Delegated authorities within the Delegated Authorities Policy.
· Decision making in scope of this position

	Direct Reports 

	· There are no/xx reports for this position.



Agreement

This Position Description describes the essential responsibilities and qualifications of the position described. It is not an exhaustive statement of all the duties, responsibilities, or qualifications of the job.

Health & Safety
1. All staff will always act in a safe and responsible manner. 
2. All staff must raise any risk or potential safety problems through the appropriate channels.
3. A Health and Safety Policy is in place.  Instructions given by the Health and Safety representatives must always be followed.

Non-Limitation Clause
This job description is not intended to be a complete or limiting description of the functions that the employee may reasonably be requested to undertake both within and outside of the normal hours of work.
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