
 

 
 
 
SEE ASSORTED ROLE DESCRIPTIONS: 
 
 

Job title: Compost Coordinator  

Responsible to: General Manager 
Hours: 11.5 hours/week (days of work: half day on Monday or Tuesday, and a full day on 
Thursday) 
Salary: $26 per hour. 
 
Responsibilities: 
 

Soil Factory and composting operations 

●​ Run the Soil Factory to meet income and quality goals. 
●​ Deliver a reliable, high-quality composting service for customers. 
●​ Look for new business opportunities, with support from the GM. 
●​ Make sure volunteers can support Soil Factory work when you’re not on site. 
●​ Maintain relationships with businesses that supply carbon materials. 
●​ Work with wider compost networks and stay informed about best practice. 

 
Other composting on site 

●​ Manage the worm farms, bokashi, and general compost bins. 
●​ Work with colleagues to decide how and when to use compost outputs. 

Infrastructure care 

●​ Maintain compost bins, tools, trailer, and the e-bike in safe working order. 
●​ Add or improve infrastructure when needed. 

Customer service and onboarding 

●​ Respond to enquiries and induct new customers. 
●​ Reply to customer messages within three days. 

Compliance and record keeping 

●​ Record all required data to show safe composting practices. 
●​ Keep records needed for organic certification and impact reporting. 

 
Supporting composting volunteers 

●​ Induct, train, and support volunteers. 
●​ Create simple systems volunteers can follow. 
●​ Build and maintain a reliable core volunteer group, working closely with the 

Volunteer Coordinator, and others in the garden team as necessary. 
●​ Train volunteers in health and safety for composting activities. 



Financial administration 

●​ Check regular payments and follow up on late or incorrect ones. 
●​ Issue monthly invoices via Xero. 
●​ Share key financial information with the Treasurer and GM. 

 
Health and Safety 

●​ Carry out all composting safely and in line with the Ops Manual. 
●​ Identify and fix hazards before they become a problem. 
●​ Review processes annually, or post-incident, with the GM. 
●​ Report and resolve incidents promptly. 

 
To be an effective member of Kelmarna’s core team 

●​ Represent Kelmarna positively while on-site, and explain our work to visitors. 
●​ Ensure Kelmarna is a welcoming space for all visitors and volunteers. 
●​ Participate in weekly team meetings. 
●​ Contribute to planning for, and staffing various Kelmarna events. 
●​ Such other duties, as directed by the General Manager, and generally associated 

with the gardens as may from time to time become necessary. 
 
Person Specification 

●​ Experience making hot compost, at home or at a larger scale. 
●​ Interest in how soil works and how to build healthy compost and soil. 
●​ Able to juggle different tasks while staying calm and patient in a busy environment. 
●​ Confident communicator who can quickly connect with new people. 
●​ Understanding of how to support volunteers and what they need to succeed. 
●​ Experience teaching or guiding others with different levels of ability and knowledge. 
●​ Confident riding a bike on the road, including in busy traffic. 
●​ Physically able to lift up to 20kg. 
●​ Good team player, happy to support colleagues and work towards shared goals. 
●​ Strong computer skills, including email, word processing, and spreadsheets. 
●​ Reliable and responsible, with a strong sense of commitment. 
●​ Inclusive approach, supporting people to contribute in ways that work for them. 
●​ Understanding of, and commitment to, sustainable food systems and gardening. 

 
 

 

Job title: Saturday Volunteer Day Facilitator  

Responsible to: General Manager 
Hours: 6 hours/week on Saturdays. 
Salary: $26 per hour. 
 
Responsibilities: 

●​ Co-facilitate regular Saturday volunteer sessions in the garden. 
●​ Provide clear induction and site orientation to new volunteers.  
●​ Give clear directions on tasks, providing continuous contextual learning - education 



as well as instruction.  
●​ Provide support and supervision to ensure tasks are completed well.  
●​ Lead and manage a timely communal morning tea, and volunteer lunch.  
●​ Ensure the volunteering experience is welcoming, sociable, and worthwhile. 
●​ Ensure volunteering is managed safely and effectively in line with Kelmarna’s health 

and safety processes.  
●​ Maintain good communication channels with Shop volunteers, and ensure they feel 

supported, and are able to access assistance from you if required.  
●​ Take responsibility in situations where Shop volunteers need extra support, or 

decisions need to be made outside of their role. 
 
Person Specification 

●​ Some experience in market gardening, food production or gardening. 
●​ Experience working with volunteers or in a community-focused role. 
●​ Able to provide clear instruction, guidance, and support to people of varying 

experience levels. 
●​ Confident leading and supervising groups in a welcoming, sociable environment. 
●​ Strong communication skills and ability to build rapport quickly. 
●​ Organised, reliable, and able to take responsibility when decisions are needed. 
●​ Committed to health and safety and creating a positive volunteering experience. 
●​ A commitment to an inclusive community approach, where everyone is supported 

to contribute according to their ability. 

 
 

Job title: Seasonal Market Gardening help 

Responsible to: General Manager 
Hours: 8 hours/week (seasonal) on Tuesday or Wednesday or Thursday or Friday. 
Salary: $26 per hour. 
 
Responsibilities: 

●​ Work under the guidance of the Market Garden Manager to grow and harvest 
vegetables and other crops. 

●​ Manage day-to-day tasks in the market garden, ensuring high-quality production. 
●​ Lead and support volunteers in market garden tasks. 
●​ Help maintain a productive, organised, and safe growing space. 

 
Person Specification: 

●​ Some experience in market gardening and food production. 
●​ Experience working with volunteers or in a collaborative team environment. 
●​ Organised, reliable, and able to manage multiple tasks in a busy outdoor setting. 
●​ Good communication skills, with a friendly and approachable manner. 
●​ Physically fit and able to work outdoors in all weather conditions. 
●​ Committed to sustainable and ecologically responsible growing practices. 
●​ A commitment to an inclusive community approach, where everyone is supported 

to contribute according to their ability. 


