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MICHAEL AND SUZANNE BORRIN FOUNDATION

POSITION DESCRIPTION

Position Title  Scholarships and Engagement Associate

Reports to Chief Philanthropic Officer

Hours Full time (normally 40 hours per week)
Location Wellington

Date March 2022

BACKGROUND

The Michael and Suzanne Borrin Foundation (Borrin Foundation) is an independent foundation
established as a gift to New Zealand from the Borrin Family. The Borrin Foundation is here to make a
difference to the lives of New Zealanders, through the law. We do this by supporting legal research,
education, and scholarship through effective philanthropy.

The Borrin Foundation’s vision lies at the heart of why we're here and everything that we do. We believe
law is essential to a flourishing society — one that is just, inclusive, tolerant, and free. Our vision is of an
Aotearoa New Zealand where everyone understands the role and value of the law, and everyone enjoys
the protection and opportunity that it provides.

We have a focus on ‘areas of profound concern’ — this means areas of the law that are not serving New
Zealanders well. The Borrin Foundation aims to ‘do more than give money’ — we go beyond
‘transactional grant-making’ and the traditional conception of a ‘funder’. As an independent philanthropic
entity, we do a mix of both proactive and reactive grant-making.

Borrin Foundation vision and guiding principles for individual funding

The Borrin Foundation aims to support, invest in, and celebrate people whose knowledge, skills,
commitment and passion will contribute to the achievement of our shared vision for Aotearoa
New Zealand.

Our decisions on funding for individuals will take into account the following factors:

¢ Commitment: we aim to invest in people with a demonstrated commitment to the relevant field
and to New Zealand,



Impact: we believe that investing in people can have a significant long-term practical impact on
the way in which the law meets the needs and aspirations of New Zealanders,

Catalyst: our support should be a catalyst for change for the people we support, and for the field
they work in,

Diversity, equity and inclusion: We believe that when funders make diversity, equity, and
inclusion central to their work, philanthropy has greater impact. That's because having varied
perspectives helps generate better ideas to solve the complex problems of a changing world.

Capacity-building and growing talents: Change is made by people. He aha te mea nui o te ao.
He tangata, he tangata, he tangata! We want to build capacity and maximise talents.

Areas of need: We aim to focus our support on people working in areas of the law that are
under-resourced or under-developed.

The ‘but-for’ question: Would our funding enable something to happen that otherwise would
not? Is there a clear need for external support?

ABOUT THE ROLE

The Borrin Foundation is expanding its small team with this newly created position of Scholarships and

Engagement Associate. We are looking for a team player with a can-do attitude. The successful

candidate will work alongside the Chief Philanthropic Officer, and the Operations and Programmes

Associate to run the Borrin Foundation Individual Funding Programme. Applications for Borrin’s

fellowships, scholarships and awards are invited twice a year during two rounds. The role also involves

administrative support and communication and engagement with the legal community.

KEY ACCOUNTABILITIES

1.

Assist the Chief Philanthropic Officer and Operations and Programme Associate to efficiently run the
Borrin Foundation Individual Funding Programme

This will include:

1.1.Promotion of fellowships, scholarship and awards offered by Borrin during two Individual Funding

Rounds per year, including newsletters and social media posts.

1.2.Providing guidance and support to the Individual Funding Selection Panel. Works closely with

Chief Philanthropic Officer and Chair of Selection Panel to recruit committee members,
coordinate their efforts and plan Selection Panel meetings to advance the Panel’s aims.



1.3.Implementing, coordinating, and maintaining Borrin’s individual funding program. Works closely
with the Operations and Programmes Associate to prepare new grant agreements, maintain and
monitor existing grant agreements. Maintains regular contact with fellows, scholars and
awardees.

1.4.Liaising with the public to provide information and resources regarding individual funding
opportunities.

1.5.Coordinating scholarship application process for applicants, including follow-up with referees and
scheduling interviews for shortlisted candidates.

1.6.Preparing application packs for Selection Panel members to read and score.

1.7.Liaising with partners of fellowships and awards on promotion of rounds and successful
candidates.

1.8.Ensuring that the content of the website, intranet and other on-line systems relevant to the
individual funding programme are kept up to date.

1.9.Ensure that Borrin’s financial policies and processes are adhered to in administering
scholarships, fellowships and awards.

Outreach and engagement

2.1.Coordination of Borrin Alumni events and other special events such as “Law Day” to promote
Borrin Grantees, or lectures by guest speakers.

2.2.General communications - building Borrin’s profile among the legal community and judiciary.

Other Duties
3.1.General administrative support.

3.2.Keep sulfficient records in a location and logical structure that another person can locate key
information during unplanned absences and that the history of key issues or projects can be
understood in the future.

3.3.Provide support and back up to the team at Borrin as required — particularly around absences
and peak work periods.

3.4.Contributing to wider Borrin Foundation planning, projects and operations as required by the
Chief Philanthropic Officer.



3.5.Take on other projects as required by the Chief Philanthropic Officer.

Essential skills/experiences for the role

Our workplace values and respects the diversity of Aotearoa, New Zealand and the contributions of staff

with diverse backgrounds, experiences, skills and perspectives are valued and respected.

Essential skills and experiences of this role include:

An understanding of New Zealand'’s constitutional framework and legal system.

An ability to work credibly with diverse cultural groups, and communities, and in particular
kaupapa Maori organisations.

Interpersonal skills - Proactively builds and maintains relationships with wide ranges of
stakeholders and diverse groups.

Communication skills - Ability to communicate in a respectful, friendly and sensitive manner
when communicating with a wide range of stakeholders.

Planning - Sets objectives and goals; breaks down work into the process steps; develops
schedules and task/people assignments; anticipates and adjusts for problems and roadblocks.

Process Management - Good at figuring out the processes necessary to get things done; knows
how to organize people and activities.

Organised — Has good control of time and an understanding of the priorities. Can manage their
own time and the time of others to get to outcomes quickly and effectively. Able to manage
multiple activities successfully at once.

Technical skills - High proficiency in Microsoft Office suite, in particular Excel, PowerPoint,
Word, and Outlook (familiarity with other platforms and tools such as SharePoint, AirTable,
Capsule, CRM, MailChimp, Wordpress and social media platforms an advantage).

Desirable skills/experiences for this role

A tertiary degree
Experience involving scholarships or other similar awards

Experience in the Justice Sector or legal profession



TENURE

This is a fixed term role for 24 months.

HOURS OF WORK

40 hours a week. Flexi-time is available.

REMUNERATION

As at March 2022, the remuneration range for this role is $54,689 to $75,197 (85% to 110% around a
median of $68,361). The Borrin Foundation will appoint within this range based on the skills and
experience of the preferred candidate.

To ensure the health and wellbeing of our staff, the Borrin Foundation (through the Nikau Foundation,
our Corporate Trustee) has a Vaccination Policy which requires all employees to have a Covid-19
Vaccination Certificate, otherwise known as a My Vaccine Pass (CVC) in order commence
employment.



