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POSITION SUMMARY

Job Title: Community Outreach Officer

Division: Waste Management

Responsible To: Waste Programme Coordinator

Responsible For: No Staff

Job Purpose: The Community Outreach Officer is responsible for

developing and delivering community engagement,
awareness, and education programmes on sustainable waste
management practices. The role ensures that households,
businesses, schools, and community groups understand their
responsibilities under the Solid & Hazardous Waste Act 2025
and actively participate in reducing, reusing, and recycling
waste. The position plays a vital role in building partnerships,
promoting behaviour change, and strengthening public
support for waste management initiatives.

Job Classification: Service Delivery

Date updated:
AGENCY VISION

The Ministry strives to enrich our communities through quality infrastructure development.
To achieve this ICI’s goals are to:

e Ensure that we deliver on our core public services.

o Deliver well planned, quality infrastructure.
o Effectively management waste.
[}

Deliver optimal outcomes for the Cook Islands through our people, network, systems
and services

ORGANISATIONAL STAFFING STRUCTURE

Public Service C issi Minister

Te Tango Angaanga o te Kuki Airani
Ministry of Infrastructure Cook Islands
Output 3 : Waste Management
20x FTE

Mote 1

Director Waste Management

I Waste Administrator
1
Compliance Officer ‘ Manager Operations ‘

Recycling Plant
Senior Supervisor

Waste Programme
Coordinator

Landfill Senior

Senior Recycle Plant
Operator

Senior Baler Plant
Operator

Wastewater Plant
Operator

Machinery & Plant
Operator
(x2 FTE)

Machinery & Plant
Operator
x2 FTE)

Sorting Station
Operator
(x2 FTE)

Sorting Station
Operator
(%2 FTE)

[ 1 curent Position
|:| Proposed Mew Position

Page 1 of 5



KEY RESULT AREAS (KRA’S)/OUTPUTS

KRAs for this position (maximum of 6) Key Performance Indicators (use
SMART principles)
KRA 1: Community Engagement & Jobholder is successful when:
Awareness e  Minimum of four (4) community
e Develop and deliver community workshops and two (2) school
workshops, awareness campaigns, and programmes completed annually
school programmes on waste reduction e Atleast 2 Clear, community-friendly
and safe waste handling. messages disseminated to the wider
¢ Simplify and communicate waste community by the end of each quarter.
regulations into community-friendly e Completed at least two (2) major
messages (easy to understand messages awareness campaigns per year
for the public). e At least five (5) awareness materials
e Develop awareness materials (flyer, produced annually (flyers, posters,
posters, videos, radio, social media) videos, radio ads, or social media
¢ Create awareness of banned plastics and content)
hazardous waste responsibilities. e Atleast one (1) feedback mechanism
e Provide feedback channels (community (e.g. surveys, focus groups, or
surveys, focus groups) to understand community meetings) completed per
challenges year.

e Atleast a 10% increase in community
awareness or compliance (measured
through surveys, participation rates, or
inspection data) by the end of the
reporting period.

KRA 2: Outreach Programme Delivery

e Coordinate national and local campaigns
such as Zero Waste Week, Clean-Up the
Cook Islands Campaigns, Plastic Free
initiatives, etc.

e Mobilise volunteers, schools, churches
and NGOs to support campaigns.

o Work with village leaders, NGOs, schools,
and businesses to encourage participation
in waste management initiatives.

e Coordinate logistics and resources for
outreach events and campaigns.

e Collect participation data (e.g: # of
attendees, waste collected in clean ups).

¢ Annual outreach plan is kept up to
date.

o At least four (4) outreach programmes
completed annually.

e Maintain partnerships with at least five
(5) community groups.

o All reporting obligations adhered to in
a timely manner.

e 75% positive feedback from
participants (measured through
surveys or evaluations).

KRA 3: Communication and Advocacy e Communication and advocacy plan are
¢ Develop educational/awareness materials kept up to date in line with NSDA+ and
(flyers, posters, radio, social media ICI strategic plan.
content) promoting waste reduction and e At least six (6) media engagements
compliance. annually (press releases, interviews, or
o Develop and maintain social media pages, articles).
newsletters and media releases for e Maintain active social media presence
outreach. with a minimum of two (2) awareness
e Act as the public face of the Division at posts per month.
community events and media e Collaborate with at least three (3)
engagements. advocacy partners or networks (e.g.,
e Advocate for waste minimisation and safe NGOs, schools, youth or women'’s
disposal practices in collaboration with groups).
partners. o At least five (5) communication
e Provide input to reports and publications materials per year (brochures, posters,
on outreach impacts. videos, or radio messages) tailored to
e Ensure bilingual communication (English different audiences, including outer
and Cook Islands Maori) for wider reach. islands and youth groups.
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Conduct annual assessment of
communication and advocacy efforts
(e.g., survey, analytics report, or
stakeholder feedback).

KRA 4: Stakeholder Partnership

Build ongoing relationships with traditional
leaders, local government (Pa Enua) and
faith-based groups.

Coordinate with compliance officer so that
awareness activities complement
enforcement.

Develop partnership agreements or other
tools with Schools, NGOs and private
sector to sustain outreach projects.
Facilitate knowledge-sharing forums
between government, businesses and
communities.

Support partnerships that promote
sustainable waste management
innovations.

Stakeholder Engagement Plan kept up
to date.

Participate in at least four (4) inter-
agency or multi-stakeholder meetings
annually.

At least two (2) formal partnerships
(e.g., MOUs, joint action plans)
maintained.

KRA 5: Monitoring & Reporting

Maintain records of all outreach events,
participation numbers and feedback
received.

Report on behaviour change indicators
(e.g: reduction in banned plastics, increase
in recycling).

Provide timely reports on outreach
programmes to the Programme
Coordinator.

Provide recommendations for improving
outreach strategies based on evaluation
findings.

Improvements to outreach events are
monitored.

Behaviour change is updated and
current.

All reporting obligations in a timely
manner.

Recommendations are implemented.

WORK COMPLEXITY

Indicate most challenging problem-solving duties typically undertaken (3-4 examples):

1

Strong communication & public speaking skills — able to engage diverse audiences
from grass roots communities to private sector and Cabinet ministers.

2

national waste management strategies.

Involves planning, coordinating and delivering outreach programmes that align with

3

management.

Introducing new concept to design engaging awareness campaigns and educational
materials to the Cook Islands government and community on best practice of waste

Requires converting technical policies, strategies into community-friendly messages.

AUTHORITY

Authority levels expressed in terms of routine expenditure, granting loans, and recruiting and
dismissing staff. (Explain the authority if any)

Financial No
Staff No
Contractual No
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FUNCTIONAL RELATIONSHIPS

The requirement for human relations skills in dealing with other personnel and external
contacts. (List the external and internal types of functional relationships)

Coordinator

Operations
Manager

Compliance
Officer

Waste
Management
Staff

Provide guidance
Assigns projects
Reviews outreach plans
and receives reports

Medium

Coordinates on logistics
for events (e.g: waste
collection, transport,
resource allocation)

Medium

Works closely to align
awareness activities
with compliance
requirements under the
S&HW Act 2025

Light

Data collection
Logistics
Programme Support

Council

Community/General
Public

Regional &
International
Partners

Internal Nature of Contact External Nature of Contact
Director Heavy Government Promoting
Provide overall strategic | Agencies Collaborate on outreach
direction campaigns
Receives updates on Ensures consistent
major outreach messaging
initiatives and outcomes Supports joint initiatives
Waste Heavy Local Promoting:
Programme | Direct line manger Government/lsland | Coordinate community-

based activities, engage
local leadership to drive
participation

Routine:

Provide education,
awareness and advocacy
on waste management
practices and
responsibilities

Minimal:

Participate in
collaborative programmes
and reporting

QUALIFICATIONS (OR EQUIVALENT LEVEL OF LEARNING

Level of education required to perform the functions of the position. This combines formal
and informal levels of training and education.

Essential: (least qualification to be competent)

Desirable: (other qualifications for job)

e Bachelor’'s degree in Environmental
Health, Education, Communications,
Community development or related field

e Formal education at a higher level may
be waived if there is demonstrated
management or community engagement
experience with at least three (3) years’
experiences in a media position
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EXPERIENCE

The length of practical experience and nature of specialist, operational, business support or
managerial familiarity required. This experience is in addition to formal education.

Essential: (least number of years to be Desirable: (target number of years you are

competent) looking for)

o At least 3-5years experience in e 6+ years’ experience in community
community engagement, outreach, or engagement, outreach, or education
education programmes. programmes

e Knowledge of waste management,
environmental issues, or public health is
an advantage.

e Proficiency in public communication,
social media, and report writing.

¢ Ability to speak both English and Cook
Islands Maori preferred.

KEY SKILLS /ATTRIBUTES/JOB SPECIFIC COMPETENCIES

Level of ability
required for the job

Expert Designs and leads large-scale national awareness campaigns;
advises government on behaviour change strategies; recognised
as a community engagement specialist.

Advanced Independently delivers workshops, develops communications
materials, and manages outreach projects; trains others in
outreach methods.

Working Conducts community sessions with guidance; supports campaign
delivery; prepares standard outreach reports.

Awareness Understands the importance of community awareness; assists in
events and campaign logistics; observes and learns from senior
staff.

CHANGE TO JOB DESCRIPTION

Changes to the Job description may be made from time to time in response to the changing
nature of the Agency work environment - including technological or statutory changes.

Approved:
HoM/Manager Date
Employee Date
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