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Position Description: Quality Coordinator 
 
Company Overview -  

For more than six decades, The Masonic Villages Trust has built a trusted 
reputation as a leading provider of quality care and accommodation for older 
people in Aotearoa New Zealand. Guided by our charitable purpose, we are not 
driven by purely commercial considerations; instead we are committed to 
delivering compassionate, high-quality services that honour the mana, dignity and 
individuality of every person we support. Masonic Care Limited and Masonic 
Villages Limited operate as wholly owned subsidiaries of the Trust, supporting the 
delivery of these services across our communities. 
 
Our purpose is to support older New Zealanders and kaumātua to age well through 
personalised care and accommodation within vibrant, inclusive communities. The 
Masonic Villages Trust operates both Masonic Care Limited and Masonic Villages 
Limited, providing services that are responsive to individual needs and foster 
belonging, connection and wellbeing for residents and their whānau. 
 
Grounded in our values, we act with integrity, accountability and a commitment to 
excellence, equity and benevolence. As kaitiaki, we honour our responsibilities 
under Te Tiriti o Waitangi and work in partnership with iwi and local communities 
to provide sustainable, respectful support - empowering older people to live with 
purpose, dignity and fulfilment. 

 
Position Overview  

The Quality Co-ordinator plays a key role in supporting safe, high-quality and 
compliant service delivery by coordinating quality systems, continuous improvement 
activities, audits, reporting and risk management processes across the facility. The 
role helps ensure quality systems are embedded into everyday practice and that 
residents receive care and services that align with organisational expectations, 
regulatory requirements and recognised sector standards.  
 
Working closely with the Facility Manager, management team, staff, residents, 
families and whānau, the Quality Co-ordinator supports the development, 
implementation and ongoing review of quality improvement plans, policies, 
procedures, audits, benchmarking data and quality committee activity. The role 
contributes to certification readiness and supports compliance with relevant 
legislation, Ngā Paerewa Health and Disability Services Standards, Ministry of 
Health requirements and organisational policies. 
 
The Quality Co-ordinator demonstrates strong communication, data analysis, 
reporting, problem-solving and relationship management skills. The role requires a 
proactive and organised approach, sound knowledge of quality and risk systems, and 
the ability to engage staff in continuous improvement activities that enhance resident 
outcomes, safety and service quality. 
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Reports to:   Facility Manager 
 
Functional Relationships: All facility staff 

     Residents, families and whānau 
 Auditors, assessors and regulatory bodies 
 External health providers and community agencies 
 Corporate support teams 

 
Key Accountabilities 

Quality Improvement & Quality Systems Management: Coordinate and maintain 
quality systems, continuous improvement plans, quality manuals, quality 
committees, quality noticeboards, records and improvement activities that support 
safe, consistent and high-quality service delivery.  
 
Risk Management & Compliance: Support the implementation of risk management 
frameworks, monitor compliance with quality systems, identify risks and support 
corrective actions, ensuring requirements are aligned with legislation, sector 
standards and organisational policies.  
 
Audit & Accreditation Management: Coordinate internal and external audit activity, 
support preparation for Ministry of Health, certification and other relevant audits, 
maintain audit records and monitor completion of audit actions and quality 
improvements.  
 
Data Analysis, Benchmarking & Reporting: Collect, validate, analyse and report 
quality data, including benchmarking information, incident trends, complaints, 
sentinel events and other quality indicators to inform decision-making and 
improvement activity.  
 
Quality Education & Capability Development: Support staff understanding of 
quality systems, continuous improvement principles, documentation requirements 
and quality processes through orientation, education, coaching and ongoing staff 
engagement.  
 
Policy, Documentation & Standards Management: Participate in the review and 
implementation of policies, procedures, guidelines and associated documents, 
ensuring documentation is current, accessible and aligned with organisational and 
regulatory requirements. 

 
Skills and Experience 

• Experience in organisational quality processes, improvement activities and 
quality systems.  

• Knowledge of health and disability sector standards, quality frameworks and 
relevant legislation.  

• Experience within the healthcare, aged care or disability sector.  
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• Strong written and verbal communication skills, including the ability to prepare 
clear reports and present information effectively.  

• Ability to collect, analyse, interpret and report data to support quality 
improvement and decision-making.  

• Well-developed organisational skills with the ability to manage multiple quality 
activities, reporting requirements and deadlines.  

• Ability to work independently and collaboratively with staff, managers, residents, 
families and external stakeholders.  

• Sound computer skills and confidence using quality, reporting, documentation 
and Microsoft Office systems.  

• Understanding of privacy, confidentiality, resident rights, cultural safety and 
professional conduct requirements.  

• Commitment to continuous improvement, professional development and 
supporting a positive quality and safety culture. 

 
Qualifications & Requirements 
• A qualification in quality systems, health, management, auditing or a related field 

is desirable.  
• Previous experience in a quality, compliance, audit, risk or health sector role is 

desirable.  
• Current eligibility to work in New Zealand. 
• Police Vetting clearance in accordance with Ministry of Justice requirements. 
• Commitment to maintaining required competencies and participating in ongoing 

professional development. 
 
Core Competencies 

Communication & Interpersonal Skills: Navigate complex and sensitive 
conversations with clarity and professionalism, communicate quality information 
effectively, support understanding across teams and engage confidently with staff, 
residents, families, whānau and external stakeholders. 
 
Teamwork & Collaboration: Work constructively with managers, staff and quality 
colleagues, contribute to quality committees and organisational improvement 
activities, and build positive relationships that support shared outcomes. 
 
Person-centred Approach: Support safe, respectful and resident-focused services 
by ensuring quality systems, complaints processes, documentation and 
improvement activities uphold resident rights, dignity, privacy and individual needs. 
 
Problem-solving & Adaptability: Analyse issues, identify trends, recommend 
practical solutions, support corrective actions and adapt quality activities in response 
to changing service, audit or compliance requirements. 
 
Workplace Health, Safety & Risk: Promote safe practice by supporting hazard 
identification, incident reporting, infection prevention and control awareness, 
emergency preparedness and risk management processes. 
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Ethics & Professionalism: Maintain confidentiality, act with integrity, uphold 
professional standards and support compliance with privacy, resident rights, 
organisational policies and ethical practice expectations. 
 
Time Management & Organisation: Manage competing priorities, coordinate audits, 
reporting, meetings, documentation reviews and follow-up actions, and ensure key 
quality activities are completed within required timeframes. 
 
Cultural Confidence & Diversity: Demonstrate culturally safe practice, respect 
diverse needs and backgrounds, and apply understanding of Te Tiriti o Waitangi within 
quality, communication and service improvement activities. 
 
IT & Systems Awareness: Use quality, reporting and documentation systems 
confidently, maintain accurate records, support data integrity and identify 
opportunities to improve system use and information sharing. 
 
Quality & Compliance Awareness: Lead and promote quality and compliance 
processes, interpret relevant standards and requirements, support audit readiness, 
monitor quality indicators and embed a culture of continuous improvement. 
 
Learning & Development: Build own capability and support staff learning by sharing 
knowledge, contributing to orientation and education, and promoting continuous 
improvement principles across the facility. 

 
Health, Safety and Wellbeing 

We are committed to maintaining a safe, healthy and supportive environment for our 
residents, whānau, staff and visitors. We follow the Health and Safety at Work Act 
2015, our organisational policies and procedures and all relevant regulatory and 
accreditation requirements to ensure everyone’s wellbeing is protected. 
 
In our aged care setting, we consistently apply infection prevention and control 
practices, safe manual handling, medication safety (where applicable) and the 
correct use of personal protective equipment. We expect everyone to identify, report, 
and help manage hazards, incidents, injuries and near misses in line with our 
procedures, so we can minimise risk and continuously improve. 
 
We align our work with Ngā Paerewa Health and Disability Services Standards, 
ensuring we deliver safe, high-quality, person-centred care. We support a culture 
where health and safety is everyone’s responsibility and expect all team members to 
participate in required training, audits and quality improvement activities. 

 
The intent of this position description is to provide a representative summary of the 
major duties and responsibilities performed by individuals in this job classification.  
Individuals may be requested to perform job related tasks other than those specified in 
this Position Description.  
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