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POSITION DESCRIPTION 
  


TITLE OF POSITION 
Personal Assistant and Office Administrator 


SERVICE AREA 
AUT International 


REPORTS TO 
Director International 


LAST REVIEWED 
July 2021 


SALARY BAND 
Band B 


 
PURPOSE 


AUT International is led by the PVC International and has responsibilities in international recruitment, marketing, 
relations and partnerships. AUT International work with the four academic Faculties and relevant Directorates to 
provide central leadership and support of the implementation of international plans.  
 
The purpose of this position is to provide professional administrative support and personal assistance to the Director 
International and coordinate day-to-day smooth and effective administration of the AUT International office. 


The role will ensure the Director receives exemplary personal assistance, managerial and administrative support. You 
will be expected to work with or without supervision and within time constraints and often under pressure. In this role 
you will be required to use initiative to deal with a wide range of tasks efficiently and promptly. 


Excellent writing skills in drafting communications, newsletters and presentations and experience in minute taking are 
essential. 


KEY RELATIONSHIPS 


External Internal 
Agents and institutional partners  
Government agencies  
Service and product suppliers  
Contractors  
Other Universities and tertiary providers 
Alumni 
Advisory Groups 
 


Director International 
Pro Vice-Chancellor International 
Director International Relations and Recruitment 
AUT International Staff  
Brand and Marketing 
Other areas of the University 
Other internal groups 


KEY ACCOUNTABILITIES 


RESPONSIBILITY EXPECTED OUTCOMES 


Provide high-level personal assistance 
and maintence of schedule support for 
the Director International, and other 
Senior Managers of International 


▪ Effective diary and e-mail management; meeting scheduling; 
electronic and hard-copy filing; preparation of standard 
letters and other personal assistance tasks are carried out 
accurately and within agreed time- frames to a high standard 
on behalf of Director. 


▪ Organise travel bookings and services for the Director 
efficiently and in accordance with AUT policy and financial 
guidelines. Costs are maintained within     budget parameters. 


▪ The PA is privy to the most classified kind of information, 
being present for meetings with all members of the senior 
management team. This will include direct access to sensitive 
in-house information that will require the PA to be 
trustworthy and all information learnt to be kept confidential 
and not to be passed on to other parties. Confidentiality and 







 


 


RESPONSIBILITY EXPECTED OUTCOMES 


attention to detail are always maintained and all issues are 
handled with sensitivity and discretion. 


▪ Attend to all correspondence for the Director treating all 
information with confidentiality, ensure all matters arising 
are actioned and dealt with accordingly and confidential 
human resource correspondence is filed. 


▪ Correspondence is produced with a high standard of 
grammar and formatted in accordance with the agreed 
University standard of business writing guidelines. 


▪ Drafting responses to correspondence involving routine 
matters without consultation or supervision, in readiness for 
sign off and approval by the Director. 


▪ Ensure technical assistance is provided where immediate 
asisstance from IT services may not always be possible 


Provide documentation assistance to the 
Director 


▪ Assist the Director with all forms of documentation including 
powerpoint presentations, summarising reports, spread 
sheets and documents as required. Research and preparation 
and collation of  documentation will often be required and the 
verification of data and facts to prepare and ensure the 
Director is fully briefed before meetings and presentations. 


▪ Research information to assist the Director. This will require 
integrity and reference to credible sources. 


▪ All communication is professionally formatted in accordance 
with departmental business writing guidelines. 


▪ Other documentation such as PowerPoint presentations for 
seminars are prepared to a high level of professionalism and 
within agreed time-frames. 


Provide general administrative support ▪ Maintain accurate and up-to-date databases and records 
management as required  


▪ Initiate and distribute communications of general interest  


▪ Responses to enquiries and requests for information are 
delivered accurately and promptly  


▪ Provide administrative and marketing support to projects on 
behalf of, or in conjunction with the Director International  


▪ Complete all designated tasks related to special projects 
efficiently and effectively 


▪ Actively contribute to activities associated with the 
enhancement of team performance and the achievement of 
departmental, team or organisational goals. Update and 
maintain meeting notes and projects list for continuous 
development of processes and systems where required. 







 


 


RESPONSIBILITY EXPECTED OUTCOMES 


▪ Assist where possible with public relations initiatives, 
promotional activities and events. 


▪ Assist with special projects or other tasks as may be required 
from time to time. 


▪ Organise calendar appointments for the wider Faculty Office  
where resources for internal or external meetings are 
needed. This could include events, Christmas function, staff 
farewells, welcomes, Powhiri. 


 
▪ Update and maintain the travel register 


Act as secretary to various meetings or 
committees (as required)  


▪ Responsibility is taken for the effective handling of all 
planning, administration and documentation for Team 
Meetings, International Strategy Committee and any other 
meetings. 


▪ Prepare agendas, collate committee papers and any 
associated documentation for distribution 


▪ Accurately record minutes and distribute to committee 
meetings within the agreed time frame 


▪ Where necessary, catering will be organised  


Human Resources and Staff 


Recruitment administration 


 


▪ Documents are established, maintained accurately, and 
enhanced to provide quality information as required by the 
Director (i.e. Events Calendar, Staff Holiday Leave Calendar, 
Contacts, Staff Positions, Staffing Spreadsheets etc.) 


▪ Assist in the drafting of position descriptions, recruitment 
advertisements 


▪ Process through HR Recruitment software new staff 
vacancies from the pre- to post appointment. This includes 
organising interviews, selection panels with appropriate 
documentation, interview questions, follow up 
correspondence etc. 


▪ Liaise with AUT Temps on Campus for the employment of 
temps  


▪ Arrange account creation request for new staff  


▪ Provide security cards and confidentiality agreements to staff 
and assist with their induction  


▪ Complete appointment forms and initiate signing of 
employment agreement contracts with new staff 
appointments for new appointments that report to a 
member of the Senior Management Team. Assist with all 
Human Resources enquiries, correspondence, and the 
completion of all relevant paperwork for new staff 
appointments. 







 


 


RESPONSIBILITY EXPECTED OUTCOMES 


▪ Finalise offer of appointment forms and associated 
documentation and forward to Human Resources in liaison 
with the Finance Coordinator and appointing Manger. 


Financial administration  
(In collaboration with Finance Coordinator) 


▪ Ensure that all accounts payable are processed and up to 
date  


▪ Working closely with the Finance Coordinator to maintain 
business records 


▪ Process P Card receipts and code expenses  


AUT International Specific 
AUT International works across a range of international regions and cultures and requires all employees to actively 
develop their cultural understanding and sensitivity to further AUT’s progress in the development of its 
international profile, its international relationships, and to meet the requirements of international students.   
 


Behaviour delivering on AUT Values –  
Tika, Pono me Aroha 
Integrity, Respect, and Compassion 
to support Achievement 
 
Active contribution to the general philosophy 
and spirit reflected in AUT policies, 
procedures, and guidelines. 


▪ Team performance and the achievement of departmental, 
team and organisational goals and objectives are actively 
supported 


▪ A mindful focus on equity and diversity is maintained and 
reflected across all areas of work practice 


▪ Knowledge and skills are developed and maintained for 
minimum competent performance of the current position  


▪ Compliance with AUT policy and procedures along with an 
active contribution to continuous improvement 


Health & Safety 
 
Active contribution to a safe and healthy 
work environment and compliance with all 
associated policy and legislation. 


▪ AUT health and safety policies and procedures are 
understood and followed 


▪ Identified hazards are efficiently isolated, addressed and 
reported 


▪ Participation in health and safety audits of work is proactive  


▪ An understanding of emergency and evacuation procedures 
demonstrated 


 
This document covers the full results expected from the position and will form the basis of specific objectives to be 
agreed and reviewed regularly. 
 
ORGANISATIONAL CONTEXT 
As per Delegated Authorities 
 


Roles reporting directly to the Vice Chancellor; Deputy Vice-Chancellor, Deans, Assistant Vice 
Chancellors, Pro-Vice-Chancellors 


Tier 1 


Senior Managers, including Deputy and Associate Deans, Heads of Schools, Group Directors, Directors Tier 2 


Managers including Directors, School Managers, Directors of Institutes/Research Centres  Tier 3 


This Role Tier 5 


 
 


 
 







 


 


Description 


This role forms part of a matrix model working closely with, Brand and Marketing, Faculties and essential Student 
Support Services. 
 
COMPLEXITY 


This role works co-operatively and collaboratively with a number of teams and roles across the University, Faculty 
and Schools and requires flexibility and the willingness and ability to integrate individual duties with the work of 
others to achieve team goals. There is a requirement for a high level of customer service towards staff, visitors and 
students and a ‘can-do’ attitude with the ability to prioritise tasks. 


Although the role of PA follows established guidelines for organisational and administrative assistance and support 
in accordance with prescribed AUT policy and procedures, a considerable degree of initiative and proactivity is 
required for this position. Therefore, sound judgement skills and an ability to think widely about the potential impact 
of responses are essential. Diplomacy and sensitivity are also key requirements as the role often handles 
information of a highly confidential nature which necessitates an ability to build confidence and trust. A clear 
understanding of the importance of complete accuracy and the maintenance of discretion and confidentiality at all 
times is an essential element of this role. 


 
AUTHORITIES 


Delegations/Contractual 


Nil 
 
Staff 


Nil 
 
Financial 


Discretionary spending with approved limits, within assigned area of responsibility.  E-Procurement system $7,500  
  







 


 


 


PERSON SPECIFICATION 
 


MANDATORY DESIRABLE 


  


FORMAL QUALIFICATIONS 


A tertiary qualification 
 


 


KNOWLEDGE & EXPERIENCE 


▪ Experience as an administrator supporting a senior 
manager for a minimum of three years  


▪ Experience with financial administration processes  
▪ Knowledge and practice in the principles of equity 


and diversity 
▪ Experience and proficiency in assisting and 


dealing with people, from a range of cultures and 
backgrounds in answering queries and problem 
solving. 


▪ Experience and proficiency in Microsoft 
Office suite of applications. 


▪ Experience in office administration 
procedures is required with a high level of 
managerial support. 


▪ Knowledge of aptitude of new technologies   
and proficiency in online services. 


▪ Knowledge and practice in the principles of 
equity and diversity. 


▪ Experience working in the higher education sector 
with international students. 


▪ Understanding of HR practices 
▪ Marketing and Communications knowledge would 


be advantageous 


SKILLS 


▪ Ability to accurately record meeting minutes is 
essential. 


▪ Well-developed interpersonal skills and the ability 
to advise and influence others and work across a 
multi-cultural context 


▪ Excellent written and oral communication skills, in 
particular writing in English, working with the public 
and the ability to convey complex issues concisely 
and clearly 


▪ Excellent organisational skills, including the ability 
to organise events if required 


▪ High level of IT literacy, including desktop 
applications – MS software, databases and an 
understanding of digital communication 


▪ Self-management skills (organisation and time 
management) 


▪ Ability to work well within a team  
▪ Strong analytical skills to provide proactive 


solutions to agents, students and the public 
▪ Strong intercultural skills 
▪ Ability to maintain confidentiality 
▪ Ability to establish rapport with international 


visitors and students 
▪ Ability to provide advisory services 
 


▪ Proficiency in one or more foreign languages 
▪ Project management skills would be an  advantage. 
▪ Crisis management skills 


 


ATTRIBUTES 


▪ Cross-cultural competence 
▪ Willingness to work across time zones 
▪ Capacity to work as a team member across broad 


networks 


▪ Positive demeanour with a sense of humour. 







 


 


▪ Ability to work flexibly under conditions of resource 
constraint and to manage the uncertainty 
associated with a dynamic environment 


▪ Thinks strategically and creatively but be 
operationally effective with attention to detail 


▪ Always maintains confidentiality and discretion. 
▪ Diplomatic and tactful. 
▪ Open to new and different ways of working. 
▪ Honest and reliable. 
▪ Flexible, collaborative with a “can-do” approach to 


work. 
▪ Ability and desire to complete tasks and projects. 


 








 
 
 
 
 


POSITION DESCRIPTION 
  


TITLE OF POSITION 
International Partnerships Coordinator 


SERVICE AREA 
AUT International 


REPORTS TO 
Director International Relations and 
Recruitment 


LAST REVIEWED 
October, 2020 


SALARY BAND 
Band B 


 
PURPOSE 


AUT International is currently within the portfolio of the PVC International. There are various parts of 
AUT International as a whole; however, their physical locations may vary.  AUT International performs 
a crucial role in developing the university's international profile, building international relations, and 
ensuring the effective delivery of the university's international student recruitment targets. To achieve 
these goals, AUT International has to work in a collaborative way across various parts of the university. 
For this reason, it is essential that all positions within AUT International work very closely with AUT 
Brand and Marketing, the Faculties, and Student Services to deliver on the international strategy 
(International Roadmap) and the International Recruitment Plan. 
 
The purpose of this position is to coordinate and manage the international offshore transnational 
education partnerships within AUT International. The role provides support for large partnerships and 
projects, to provide administrative and operational support for successful delivery. The position offers 
high-quality engagement and logistics serv ices, which support the planning and provision of 
international partnerships that include offshore pathways, articulations and off shoring. 
 
KEY RELATIONSHIPS 


External Internal 


Leaders and key operational staff 
partners 
Offshore partners 


Academics from international partners 
International business and trade 
operatives International and domestic 
experts Training participants 
 


Government Officials, industry 
 
University department services 
Local subject area expert’s 
Office of the Vice Chancellor 
Directors, Deans, Associate Deans, Heads of 
School, Research Institute Directors 
Academic and Allied Staff 


KEY ACCOUNTABILITIES 


RESPONSIBILITY EXPECTED OUTCOMES 


Manage the successful delivery of offshore 
partnerships 
 
Coordination of projects and partnerships 


▪ Document the project business plan and 
facilitate signoff. 


▪ Effectively manage   all   aspects of the 
partnership project; scope, time, cost, quality, 
communication, risk and integration. 


▪ Provide recommendations and initiate as 
appropriate, the resolution of any issues arising 
throughout the implementation. 


▪ Provide project management from conception 
to completion of all projects 







RESPONSIBILITY EXPECTED OUTCOMES 


▪ Coordinate and deliver on logistical and 
operational tasks to ensure succinct delivery of 
projects 


Effective Relationship Building  
 
Interact with international training and 
participants to ensure appreciation of and 
alignment with NZ Cultures as well as about 
internal stakeholders 


▪ Interact proactively with International clients 
and with project management staff 


▪ Participants are satisfied with the context 
content of their programme 


▪ Local staff are aware of cultural factors visiting 
participants 


▪ Effective communication on all project 
planning, proposals, implementation 


▪ Experts/participants are kept fully informed 
and requests are always confirmed 


▪ Existing relationship with partners are 
maintained 


▪ Actively work with all faculties and service 
divisions in an equitable and fair manner. 


▪ Enhance AUT international's reputation, 
both internally and externally 


Maintain International Partnerships and 
Project Deadlines 
 
Projects and workflow are planned in advance 
as to meet deadlines    


▪ Arrange, monitor and implement effective 
logistics for each group of participants  


▪ Arrange functions/events for participants as 
required 


▪ Ensure that each project's planning and 
implementation tasks align and achieve 
successful outcomes; 


▪ Critical deadlines are met 


▪ Participants' training logistics, as well as 
functions and events, are arranged to be 
culturally appropriate and executed to a high 
standard 


▪ Internal and external clients are satisfied with 
their interactions with IR&D 


▪ The IP Coordinator keeps IR&D staff fully 
informed and updated 


▪ IPC models professionalism, commitment, 


▪ integrity and humour. 


Providing Support for Strategic Projects and 
Strategic Partnerships 
 


▪ Assistance in strategic projects and 
development of strategic partnerships 


▪ Reporting on relevant outcomes as needed 







RESPONSIBILITY EXPECTED OUTCOMES 


▪ Maintain up to date documentation of 
business processes relating to international 
projects 


AUT International Specific  
 
AUT International works across a range of international regions and cultures and requires all 
employees to actively develop their cultural understanding and sensitivity to further AUT's progress 
in the development of its international profile, its international relationships, and to meet the 
requirements of international students. 
 


AUT Values –  
Tika, Pono me Aroha 
Integrity, Respect and Compassion 
 
Active contribution to the general philosophy 
and spirit reflected in AUT policies, procedures 
and guidelines. 


▪ Team performance and the achievement of 
departmental, team and organisational goals 
and objectives are actively supported 


▪ A mindful focus on equity and diversity is 
maintained and reflected across all areas of 
work practice 


▪ Knowledge and skills are developed and 
maintained for a minimum competent 
performance of current position  


▪ Compliance with AUT policy and procedures is 
maintained along with active contribution to 
continuous improvement 


Health & Safety 
 
Active contribution to the maintenance of a 
safe and healthy work environment 


▪ AUT health and safety policies and procedures 
are understood and followed 


▪ Identified hazards are efficiently and 
effectively addressed 


▪ Participation in health and safety audits of 
work is proactive  


▪ An understanding of emergency and 
evacuation procedures is demonstrated 


 
 
 
 
 
 
 
 
 
This document covers the broad results expected from the position and will form the basis of specific 
objectives to be agreed and reviewed on a regular basis. 







ORGANISATIONAL CONTEXT 
As per Delegated Authorities 
 


Roles reporting directly to the Vice Chancellor; Deputy Vice Chancellor, Deans, Assistant 
Vice Chancellors, Pro Vice Chancellors 


Tier 1 


Senior Managers, including Deputy and Associate Deans, Heads of Schools, Group 
Directors, Directors 


Tier 2 


Managers including Directors, School Managers, Directors of Institutes/Research Centres  Tier 3 


This Role Tier 5 


 
 
COMPLEXITY 


The role of AUT International is to enhance the reputation and profile of the University internationally; 
build relationships with strategic partners overseas; and create opportunities to increase revenue 
whether through the recruitment of international students, revenue growth activities (RGA) activities 
or research contracts. 
 
The post holder reports directly to the Director International Relations and Recruitment 
and is expected to work closely with all staff to maintain and improve processes and systems as and 
when required. The person will also be expected to work independently in some aspects of the position, 
such as taking the initiative in providing support to staff within the Office as required. 
 
This position requires a high degree of professionalism and strong service orientation. 
AUTHORITIES 


Delegations/Contractual 


Nil 
 
Staff 


Nil 
 
Financial 


Nil 
  







PERSON SPECIFICATION 
 


MANDATORY DESIRABLE 


  


FORMAL QUALIFICATIONS 


▪ Relevant qualification in Business 
or Management business related subjects 


 


▪ Diploma in Project 


KNOWLEDGE & EXPERIENCE 


▪ Understanding & knowledge of the principles 
of shared databases 


▪ Knowledge of effective administration and 
file maintenance systems. 


▪ Experience and proficiency in assisting and 
dealing with people at all levels with a  variety 
of problems and queries. 


▪ Experience in special projects execution 
▪ Knowledge and practice in the principles of 


equity and diversity 


▪ Experience working in the education sector 
with international students. 


▪ Cl, TQM, PM experience 
 


SKILLS 


▪ Well-developed interpersonal skills and the 
ability to advise and influence others and 
work across a multi-cultural context 


▪ Excellent written and oral communication 
skills, in particular writing in English, working 
with the public and the ability to convey 
complex issues concisely and clearly 


▪ Excellent organisational skills, including the 
ability to organise, manage and implement 
events 


▪ IT literacy, including desktop applications – 
MS software, databases and an 
understanding of digital communication 


▪ Self-management skills (organisation and 
time management) 


▪ Ability to work well within a team 
▪ Crisis management skills 
▪ Strong intercultural skills 
▪ Ability to maintain confidentiality 
▪ Ability to establish rapport with international 


visitors and students 
▪ Ability to provide advisory services 


▪ Additional skills that, while not required to 
fulfil the role, would reflect a higher quality 
of candidate 


ATTRIBUTES 


▪ Cross-cultural competence 
▪ Capacity to work as a team member across 


broad networks 
▪ Ability to work flexibly under conditions of 


resource constraint and to manage the 
uncertainty associated with a dynamic 
environment 


▪ Thinks strategically and creatively but be 
operationally effective with attention to 
detail 


 


 








 


 


 


 


 


 


 


 


 


POSITION DESCRIPTION 
 


TITLE OF POSITION 
Project Administrator 


SERVICE AREA 
AUT International 


REPORTS TO 
Director International Strategy Planning and 
Operations 


LAST REVIEWED 
June 2021 


SALARY BAND 
B 


 


PURPOSE 
 


To provide a full range of secretarial and administrative support to the three Directors in International, 
providing prompt, courteous and effective communication with internal and external stakeholders, to 
ensure the smooth and effective administration of AUT International. 


 
To coordinate the delivery of the AUT International projects and initiatives. It ensures appropriate 
systems are in place and provides timely and easily accessible information for stakeholders. 


 
This role provides clear visibility and status of projects and coordinates and/or manages the activities 
of small to medium sized projects. Provides support by providing administrative and operational 
support for successful delivery. 


 
 


KEY RELATIONSHIPS 


 
External Internal 
Agents and institutional partners 


International visitors and partners 


Government agencies 


Service and product suppliers 


Contractors 


Other Universities and Polytechnics 


AUT International Staff 
Director’s contacts 
Other areas of the University 
Other internal groups 


 
KEY ACCOUNTABILITIES 


 


RESPONSIBILITY EXPECTED OUTCOMES 


Project Coordination 
 


Coordination of small to medium projects 
across International 


▪ Support the development of project business 


cases 


 


▪ Develop and document the key requirements 


of the project to meet the defined objectives. 


 


▪ Effectively coordinate all aspects of the project; 


scope, time, cost, quality, communication, risk 


and integration. 


 


▪ Provide recommendations and/or initiate as 


appropriate, the resolution of any issues arising 


throughout the implementation. 


 


▪ Coordinate and deliver on logistical and 


operational tasks to ensure succinct delivery of 


projects 







RESPONSIBILITY EXPECTED OUTCOMES 


General Office Support 
 


Provide administration support to the 
International Office with welcoming visitors, 
enquiry handling, and public space presence 
management 


 


Perform administrative duties (effective diary 
management, filing, meeting scheduling, 
preparation of standard reports and 
correspondence) 


▪ Meet and greet visitors at all levels of seniority 
 
▪ Provide liaison assistance to visitors 


 
▪ Response to enquiries and requests for 


information accurately and promptly 


 


▪ Monitor and supervise all incoming/outgoing 


calls, enquiries and requests, mails and emails 


and deal with them when appropriate 


 


▪ Manage key control system which includes 


maintaining the key log system and key cabinet 


 


▪ Ensure that the public spaces are clean, tidy 


and welcoming 


 


▪ Maintain accurate and up-to-date databases 


and record management 


 


▪ Sort, prioritise and draft internal and external 


correspondence with departmental business 


writing guidelines 


 


▪ Schedule meetings, including regular team 


meetings, and provide administrative support 


to meetings (organise attendees, venues and 


relevant catering requirements) 


 


▪ Complete all designated tasks relatead to 


special projects efficiently and effectively 


 


▪ Provide back up support for International 
Reception when required 


Secretarial Support 
 


Provide secretarial support to the Directors 
including travel, diary and email 
management, office administration system 
management and meeting coordination 


▪ Manage Directors’ electronic diaries, advise on 
conflicting events and carry out multiple re- 
scheduling as necessary 


 


▪ Process Directors’ correspondence ensuring 
that incoming correspondence is dealth with by 
the Directors/or on behalf of the Directors, or 
other staff as appropriate 


 


▪ Develop Directors’ office systems, including 
data management and filing 


 


▪ Maintain records of Directors’ contacts 
 


▪ Assist Directors in researching and following up 
with action on matters which fall within the 
Directors’ responsibility – chasing responses, 
triggering follow-up action 


 


▪ Draft and cieculate meeting agendas, 
preparing minutes, communicating meeting 







RESPONSIBILITY EXPECTED OUTCOMES 


reminders, confirmimg venues, and arranging 
refreshment 


 


▪ Response to correspondence involving routine 
matters are drafted, without consultation or 
supervision, in readiness for sign off 


 


▪ Write and distribute comprehensive minutes 
and actionpoints to all members post meeting 


 


▪ Other documentation such as PowerPoint 
presentations for seminars are prepared to a 
high level of professionalism and within agreed 
time-frames 


 


▪ Organise meetings and ensure that Directors 
are well prepard for those meetings, preparing 
agendas, pre-meeting briefings and meeting 
papers 


 


▪ Monitoring/managing P Card/ESS One 
transactions 


 


▪ Assist and coordinate material for internal and 
external reporting requirements including 
preparation of Management meetings 


 


▪ Any other secretarial duties as required 


AUT International Specific 
 


AUT International works across a range of international regions and cultures and requires all 
employees to actively develop their cultural understanding and sensitivity to further AUT’s progress 
in the development of its international profile, its international relationships, and to meet the 
requirements of international students. 


Behaviour delivering on AUT Values – 
Tika, Pono Aroha 
Integrity, Respect, and Compassion 
to support Achievement 


 
Active contribution to the general philosophy 
and spirit reflected in AUT policies, 
procedures, and guidelines. 


▪ Team performance and the achievement of 
departmental, team and organisational goals 
and objectives are actively supported 


 


▪ A mindful focus on equity and diversity is 
maintained and reflected across all areas of 
work practice 


 


▪ Knowledge and skills are developed and 
maintained for competent performance of the 
current position 


 


▪ Compliance with AUT policy and procedures 
along with an active contribution to continuous 
improvement 


Health & Safety 
 


Active contribution to a safe and healthy 
work environment and compliance with all 
associated policy and legislation. 


▪ AUT health and safety policies and procedures 
are understood and followed 


 


▪ Identified hazards are efficiently isolated, 
addressed and reported 







RESPONSIBILITY EXPECTED OUTCOMES 


▪ Participation in health and safety audits of 
work is proactive 


 


▪ An understanding of emergency and 
evacuation procedures demonstrated 


 


This document covers the full results expected from the position and will form the basis of specific 
objectives to be agreed and reviewed regularly. 







ORGANISATIONAL CONTEXT 
As per Delegated Authorities 


 


Roles reporting directly to the Vice Chancellor; Deputy Vice-Chancellor, Deans, Assistant 
Vice Chancellors, Pro-Vice-Chancellors 


Tier 1 


Senior Managers, including Deputy and Associate Deans, Heads of Schools, Group 
Directors, Directors 


Tier 2 


Managers including Directors, School Managers, Directors of Institutes/Research Centres Tier 3 


This Role Tier 5 


 
 


Description 
 


The Administrative Assistant is responsible for providing secretarial and administrative support to three 
Directors in International – Director International Strategy, Planning & Operations, Director 
International Relations and Recruitment, and Group Director AUT International. 


 
The incumbent will perform daily clerical work and support assigned staff with department projects, 
data management, and other general office duties. In addition, this position provides logistical 
assistance for various meetings and events. 


 
COMPLEXITY 


 


The ideal candidate is experienced in handling a wide range of administrative and director support 
related tasks and is able to work independently with minimal supervision. This incumbent must be 
exceedingly well-organised, flexible and able to uphold the mission and values of AUT in every aspect 
of the work . 


 
The ability to maintain a high level of professionalism and confidentiality while interacting with internal 
and external stakeholder while remaining adaptable, proactive, resourceful, and efficient is crucial to 
this role. The Administrative Assistant must display professional and effective communication and 
liaison skills with both internal staff and external stakeholders at all levels. 


 
The role requires the ability to pay attention to detail, maintain a flexible and resourceful approach to 
effectively multi-task and manage workload, anticipates needs with regard to meeting papers and 
preparation of agendas and papers for regular management meetings. 


 
 


AUTHORITIES 
 


Delegations/Contractual 
 


Nil 


Staff 


Nil 


Financial 
 


Discretionary spending with approved limits, within assigned area of responsibility. 







PERSON SPECIFICATION 
 


MANDATORY DESIRABLE 
 


FORMAL QUALIFICATIONS 


▪ Tertiary qualification or five years 
experience in similar role. 


▪ A qualification in business would be an 
advantage 


▪ A tertiary qualification 


KNOWLEDGE & EXPERIENCE 


▪ Experience as an administrator supporting a 
senior manager for a minimum of three 
years 


▪ Experience with financial administration 
processes 


▪ Knowledge and practice in the principles of 
equity and diversity 


▪ Experience working in the education sector 
with international students. 


▪ Knowledge of AUT and what AUT can offer 
to deliver Great Graduates and support our 
graduates 


▪ Basic understanding of HR practices 


SKILLS 


▪ Well-developed interpersonal skills and the 
ability to advise and influence others and 
work across a multi-cultural context 


▪ Excellent written and oral communication 
skills, in particular writing in English, working 
with the public and the ability to convey 
complex issues concisely and clearly 


▪ Excellent organisational skills, including the 
ability to organise events if required 


▪ High level of IT literacy, including desktop 
applications – MS software, databases and 
an understanding of digital communication 


▪ Self-management skills (organisation and 
time management) 


▪ Ability to work well within a team 
▪ Strong analytical skills to provide proactive 


solutions to agents, students and the public 


▪ Crisis management skills 
▪ Strong intercultural skills 
▪ Ability to maintain confidentiality 
▪ Ability to establish rapport with 


international visitors and students 
▪ Ability to provide advisory services 


• Proficiency in one or more foreign languages 


ATTRIBUTES 


▪ Cross-cultural competence 
▪ Willingness to work across time zones 
▪ Capacity to work as a team member across 


broad networks 
▪ Ability to work flexibly under conditions of 


resource constraint and to manage the 
uncertainty associated with a dynamic 
environment 


▪ Thinks strategically and creatively but be 
operationally effective with attention to 
detail 


 


 








 


 


 


 


 


 


 


 


POSITION DESCRIPTION 
 


TITLE OF POSITION 
WeChat Content Executive 


SERVICE AREA 
International 


REPORTS TO 
Consultant Director, International Marketing 


LAST REVIEWED 
March 2020 


SALARY BAND 
B 


 


PURPOSE 
 


To develop compelling social media content that brings AUT’s story and brand to life through our 
WeChat official account and to use this channel to engage our target Chinese audiences (onshore and 
offshore) , protect and enhance AUT’s reputation, and support growth and retention. 


 
External Internal 
Current & Prospective students 
Alumni 
Online communities and stakeholders 
Social media practitioners/channels 


International team 


Brand and Marketing Services teams 


▪ Brand 


▪ Communications 


▪ Social Media Manager 


▪ Alumni 


▪ Future student advisory team 


▪ Recruitment and marketing 
Student Services and Administration teams 


▪ Student Communications 


▪ Student Hub 


▪ Admissions 


 
 


KEY ACCOUNTABILITIES 
 


RESPONSIBILITY EXPECTED OUTCOMES 


Manage, monitor and update AUT’s official 
WeChat channel 


▪ Develop compelling, audience focused 
content for WeChat channel 


 


▪ Proactively manage, promote and update 
WeChat with relevant information, key dates, 
announcements and student and campus- 
related information 


 


▪ Monitor customer comments on posts and 
respond where appropriate in collaboration 
with Student Hub and Future Students 
Advisory Team 


 


▪ Ensure high standards of communication, 
grammar, tone-appropriateness and 
professionalism when responding 


 


▪ Support AUT student and staff activities with 
social media publishing to promote the 
University’s involvement, where appropriate 







RESPONSIBILITY EXPECTED OUTCOMES 


▪ Ensure social media content is consistent and 
appropriately applied on WeChat 


 


▪ When and where appropriate facilitate and 
encourage user-generated content to build an 
engaged community 


WeChat Events, Planning and Monitoring ▪ Contribute to the planning and implementing 
WeChat events activations to engage 
audiences and create content 


▪ Participate in AUT social media presence on- 
site at relevant events (e.g. Graduation, 
Orientation etc) 


▪ WeChat content scheduling and calendar 
management 


▪ Monitoring and reporting on social media 
channels, escalating issues to the Social 
Media Manager 


WeChat Channel ▪ Understand our current social media offer 
and advise the organisation on future trends, 
opportunities and priorities on WeChat 


▪ Have an excellent technical and working 
understanding of WeChat, publishing tools 
and approaches to social listening and 
assessing engagement 


▪ Creative contribution to ideation 
around content and campaigns 


▪ Continually research and keep ‘ahead 
of the curve’ with regard to 
international trends, competitors, 
channels plus technical and legal 
changes 


AUT Values – 
Tika, Pono me Aroha 
Integrity, Respect and Compassion 


 
Active contribution to the general philosophy 
and spirit reflected in AUT policies, procedures 
and guidelines 


▪ Team performance and the achievement of 
departmental, team and organisational goals 
and objectives are actively supported 


 


▪ A mindful focus on equity and diversity is 
maintained and reflected across all areas of 
work practice 


 


▪ Knowledge and skills are developed and 
maintained for a minimum competent 
performance of current position 


 


▪ Compliance with AUT policy and procedures is 
maintained along with active contribution to 
continuous improvement 


Health & Safety 
 


Active contribution to the maintenance of a 
safe and healthy work environment 


▪ AUT health and safety policies and procedures 
are understood and followed 


 


▪ Identified hazards are efficiently and 
effectively addressed 







RESPONSIBILITY EXPECTED OUTCOMES 


▪ Participation in health and safety audits of 
work is proactive 


 


▪ An understanding of emergency and 
evacuation procedures is demonstrated 


 
 
 


This document covers the broad results expected from the position and will form the basis of specific 
objectives to be agreed and reviewed on a regular basis. 







ORGANISATIONAL CONTEXT 
As per Delegated Authorities 


 


Roles reporting directly to the Vice Chancellor; Deputy Vice Chancellor, Deans, General 
Managers, Pro Vice-Chancellors 


Tier 1 


Senior Managers, including Deputy and Associate Deans, Heads of Schools, Group 
Directors, Directors 


Tier 2 


Managers including Directors, School Managers, Directors of Institutes/Research Centres Tier 3 


This Role 
WeChat Content Executive 


Tier 5 


 
 


COMPLEXITY 
 


▪ This position develops content for AUT’s WeChat channel. It is imperative that 
knowledge is maintained and all resources are utilised to impart comprehensive and 
accurate information to customers. 


▪ The job requires someone with a high degree of communication skills, strong command 
of written Mandarin and grammar, and with the ability to tailor messages to different 
target audiences. 


▪ Being active in the public domain, there is a level of trust and accountability required for 
the role 


▪ Customer service provided needs to be of a very high standard and adapted to suit the 
requirements of the community, faculties and prospective or current student(s). 


▪ This position works within a firm set of service standards to ensure a high standard and 
consistent service delivery. 


▪ This role works co-operatively as part of the team, requiring flexibility and the ability to 
integrate individual duties with the work of others to achieve team goals. 


▪ Problem solving and an ability to follow through tasks from onset to resolution are 
crucial in this position 


 
AUTHORITIES 


 


Delegations/Contractual 
 


Nil 


Staff 


Nil 


Financial 
 


Nil 







PERSON SPECIFICATION 
 


MANDATORY DESIRABLE 
 


FORMAL QUALIFICATIONS 


A tertiary qualification in Communications, 
Marketing or a related discipline is required 


 


KNOWLEDGE & EXPERIENCE 


▪ 2+ years’ experience in a 
communications, social media or 
similar role 


▪ WeChat platform experience and 
reporting skills 


▪ Knowledge and practice in the 
principles of equity and diversity 


▪ An understanding of digital and 


social media principles and 


disciplines 


▪ Knowledge of the Treaty of Waitangi 


and its implications for professional 


practice in NZ. 


▪ Knowledge and practice in the principles of 
equity and diversity 


▪ Knowledge of the tertiary international 
education sector 


▪ Understanding of contemporary 


education issues and trends 


SKILLS 


▪ Superior written skills in Mandarin –able 
tocommunicate persuasively and 
effectively to a range of people including 
students. 


▪ Relationship building and Interpersonal 
skills. 


▪ A good eye for design and what 
works for different social media 
channels. 


▪ Ability to adapt to variable situations 
and demands. 


▪ Confident and adaptable to 
different computer applications. 


▪ Ability to listen to colleagues needs 
and clearly communicate 
information. 


▪ Self-management skills (organisation and 


time management) 


▪ Ability to work well within a team 


 


ATTRIBUTES 


▪ A professional, accountable, service 
oriented approach. 


▪ Ability to accept and respond positively to 
change. 


▪ Customer focused with a can-do attitude 
▪ Empathetic to all levels and cultures 


present in the organisation and 
community 


▪ A self-starter who can apply innovative 
ideas and solutions to problems 


▪ Personal integrity 


 


 








 


 


 
 
 
 
 


POSITION DESCRIPTION 
  


TITLE OF POSITION 
Manager, Chinese Centre 


SERVICE AREA 
AUT International 


REPORTS TO 
Director of International Relations and 
Recruitment 


LAST REVIEWED 
December 2019 


SALARY BAND 
D 


 
PURPOSE 


AUT International is currently within the portfolio of the PVC Research, Enterprise and International.  
There are various parts of AUT International as a whole; however, their physical locations may vary. 
AUT International performs a crucial role in developing the university's international profile, building 
international relations, and ensuring the effective delivery of the university’s International student 
recruitment targets.  To achieve these goals, AUT International has to work in a collaborative way across 
various parts of the university.  For this reason, it is essential that all positions within AUT International 
work very closely with AUT Brand and Marketing, the Faculties, and Student Services to deliver on the 
international strategy (International Roadmap) and the International Recruitment Plan. 
 
The purpose of this position is to manage the Chinese Centre, to act as an advisor to the Chinese 
speaking students at AUT and to provide assistance to the Group Director AUT International in 
developing close relationships with Chinese partners. 
 
KEY RELATIONSHIPS 


External Internal 
Chinese Embassy in Wellington 


Chinese Consulate General in Auckland 


Chinese visitors to AUT University 


AUT’s partners in China 


Chinese clients and partners in Auckland 


Community Chinese support services 


 


Director, Student Support 


Director, International Relations  


 


 International House 


All Student Service Managers 


Relevant Faculty staff – Programme Leaders, 


Programme Administrators 


Chinese speaking students 


AUT Chinese Student Association 


AUT Chinese speaking staff 


 


 
KEY ACCOUNTABILITIES 


RESPONSIBILITY EXPECTED OUTCOMES 


Manage the Chinese Centre ensuring the 
goals and objectives of AUT and University 
Relations Strategic and Business plans are 
met 
 
Active involvement in strategic and business 
planning for Chinese student support in the 
University 
 
Take responsibility for achieving outcomes 
through developing and implementing 


▪ Develop and implement plans and strategies, 
increasing the profile of the Chinese Centre 
among Chinese students of AUT and the wider 
external Chinese community. 


▪ Plan, implement and review the Chinese 
Centre annual business plan to ensure 
objectives are met 


▪ Drive the development of new initiatives for 
Chinese student support at AUT 







 


 


RESPONSIBILITY EXPECTED OUTCOMES 


business plans and projects to meet the 
Directorate’s goals and objectives 
 


▪ Identify and make recommendations to 
enhance current initiatives for Chinese 
student support at AUT 


▪ Initiate contacts with key stakeholders, 
external and internal, to enhance awareness 
of the Service and its activities 


▪ Attend and contribute to the Student Success 
Manager’s Forum meetings as required 
throughout the year 


▪ Provide reports and recommendations for 
improved systems, services and public events 
for the centre 


Manage the staff, resources and services 
provided by the Chinese Centre 
 
Ensure the Centre is resourced adequately and 
support is provided to International Relations 
and Development 


▪ Ensure the customer services provided by the 
centre is of a high standard and adapted to 
suit the specific needs of the Chinese students 
and Chinese visitors 


▪ Ensure visitors are welcomed and well looked 
after 


▪ A database of resources (magazines, books, 
audio-visual equipment, furniture) is 
developed and maintained 


▪ Implement processes and systems to 
effectively promote, monitor and manage 
service provision 


▪ Ensure the centre is clean and tidy and creates 
a comfortable environment for students and 
visitors 


▪ Ensure that computers and printers are well 
maintained and that students have access to 
these resources 


▪ Organise and coordinate visits from Chinese 
delegations to the Centre 


▪ Ensure the AUT Chinese Centre website is 
updated regularly with information relevant 
to Chinese students 


▪ Host seminars and meetings in the Chinese 
Centre ensuring administration support and 
resources required are provided 


Coordinate and provide advisory services to 
Chinese speaking Students and prospective 
students to AUT 
 
The Centre is seen as an information point for 
Chinese support services both within AUT and  
the wider community of Auckland.   
 


▪ Ensure effective case management of all 
students, particularly those identified as high 
priority and scholarships students who require 
additional specialist support across services  


▪  Ensure support and advise provided to 
Chinese Students is timely and effective 







 


 


RESPONSIBILITY EXPECTED OUTCOMES 


Interactions are conducted in a professional 
manner that reflects the values and guiding 
principles of AUT University. 
 


▪ Before the start of each semester to organise 
coordinate a Chinese Student Information 
Session and Tertiary Readiness Programme for 
new Undergraduate Chinese Students. 


▪ Organise group or individual sessions or 
tutorials for Chinese speaking students to AUT 
as required, including but not limited to issues 
such as; essay writing, plagiarism, exam 
preparation, group work, critical thinking.   


▪ Mentor and monitor the AUT Chinese Student 
Association, providing advice and support as 
required  


▪ Relationships with key stakeholders in each 
service area are developed and maintained 
resulting in timely responses to service 
requests for Chinese students 


▪ Effective relationship is developed with 
academic and allied staff members to ensure 
that Chinese students receive the support 
they require 


▪ Ensure the delivery of services to the Chinese 
speaking students are aligned to the goals of 
Student Services and the overall AUT Strategic 
Plan 


▪ Provide support to the wider Student Services 
team by reporting trends in student needs 


Manage and coordinate liaisons and 
communication with the Chinese world  
 
Provide advice and support to the Office of 
International Development and other AUT 
Faculties and Schools as required. 
 
Provide support for China Scholarships Council 
students and postdocs 
 


▪ Act as liaison and provide support and advice 
to the International Development Office to 
ensure the profile of AUT in the Chinese world 
is maximised and enhanced 


▪ Assist faculty staff for their presentations to 
Chinese international visitors 


▪ Assist in liaising with the Chinese government, 
Chinese partners, the Chinese community in 
Auckland and various Chinese association in 
New Zealand 


▪ Assist the office of International Relations in 
managing relationships and communication 
with the Chinese world 


▪ Provide interpretation and translation services 
to the Office of International Relations, AUT 
Faculties, schools and management personnel 


AUT International Specific 
 
AUT International works across a range of international regions and cultures and requires all 
employees to actively develop their cultural understanding and sensitivity to further AUT’s progress 
in the development of its international profile, its international relationships, and to meet the 
requirements of international students.   







 


 


RESPONSIBILITY EXPECTED OUTCOMES 


 


Behaviour delivering on AUT Values –  
Tika, Pono Aroha 
Integrity, Respect, and Compassion 
to support Achievement 
 
Active contribution to the general philosophy 
and spirit reflected in AUT policies, 
procedures, and guidelines. 


▪ Team performance and the achievement of 
departmental, team and organisational goals 
and objectives are actively supported 


▪ A mindful focus on equity and diversity is 
maintained and reflected across all areas of 
work practice 


▪ Knowledge and skills are developed and 
maintained for competent performance of the 
current position  


▪ Compliance with AUT policy and procedures 
along with an active contribution to continuous 
improvement 


Health & Safety 
 
Active contribution to a safe and healthy 
work environment and compliance with all 
associated policy and legislation. 


▪ AUT health and safety policies and procedures 
are understood and followed 


▪ Identified hazards are efficiently isolated, 
addressed and reported 


▪ Participation in health and safety audits of 
work is proactive  


▪ An understanding of emergency and 
evacuation procedures demonstrated 


 
This document covers the full results expected from the position and will form the basis of specific 
objectives to be agreed and reviewed regularly. 
 
ORGANISATIONAL CONTEXT 
As per Delegated Authorities 
 


Roles reporting directly to the Vice-Chancellor; Deputy Vice-Chancellor, Deans, Assistant 
Vice-Chancellors, Pro-Vice-Chancellors 


Tier 1 


Senior Managers, including Deputy and Associate Deans, Heads of Schools, Group 
Directors, Directors 


Tier 2 


Managers including Directors, School Managers, Directors of Institutes/Research Centres  Tier 3 


This Role Tier 4 


 
Description 


This role forms part of a matrix model working closely with Brand and Marketing, Faculties and Student 
Services and Administration. 
 
COMPLEXITY 


The role of the International Division is to enhance the reputation and profile of the University 
internationally; build relationships with strategic partners overseas; and create opportunities to 
increase revenue whether through the recruitment of international students, revenue growth activities 
(RGA) activities or research contracts. 
 
The role represents the University to international organisations visiting and partner universities, and 
students - there is a requirement for a high level of professionalism and accountability.  All team 
members must be flexible with the hours of work, open and willing to assist each other and take on 
new projects at any time. 







 


 


 
This position requires a combination of skills in the management and coordination of staff and 
resources; student advisory support, and international relations skills.  The role is required to be 
flexible and make judgments as to the appropriate course of action based on situational 
requirements.  Diplomatic and multi-cultural sensitivity is required.  This role requires broad thinking 
ability, high-level analytical skills and good leadership skills to ensure the Strategic goals are achieved.   
Mentoring and supporting students is also crucial.   
 
The  Chinese Centre Manager must have a good understanding of the strategic goals of the Centre.  
The role ensures accurate information and advice is provided to current and prospective students, 
and International Visitors/Stakeholders. 
 
A high degree of initiative, negotiation skills and self-direction and professionalism are required in this 
role.  The ability to establish and maintain effective relationships with a wide range of people, 
including International visitors and students (current and prospective). 
 
This role requires quick and precise decision making on a wide range of complex issues and the ability 
to see the long term implications of decisions.   
 
AUTHORITIES 


Delegations/Contractual 


The role has the authority to enter into agreements or contracts on behalf of the organisation under 
the supervision and approval of the Operations Manager. 
 
Staff 


As required for key events and functions 
 
Financial 


 
Authorised for reasonable expenditure from AUT International budget.  Approval required by 
Operations Manager 







 


 


PERSON SPECIFICATION 
 


MANDATORY DESIRABLE 


  


FORMAL QUALIFICATIONS 


▪ Minimum of a postgraduate degree 
 


 
 


KNOWLEDGE & EXPERIENCE 


▪ Extensive experience of Chinese Culture 
▪ Related work experience in Student Services 
▪ Knowledge and practice in the principles of 


equity and diversity 
▪ In-depth knowledge and understanding in 


assessing client needs and developing plans 
for a positive outcome 


▪ Knowledge of international students, 
particularly Chinese speaking students 


▪ Knowledge of Chinese culture and Western 
Culture 


▪ An in-depth understanding of humanistic 
behaviour that negatively impacts an 
individual’s ability to succeed and 
methodologies to positively respond 


▪ Knowledge of university and community-
based support services 


▪ An in-depth knowledge and understanding 
in assessing client needs and developing 
plans for a positive outcome 


▪ Knowledge and experience in the use of 
computer programmes in Chinese and 
English 


▪ Experience and understanding of working in 
English speaking universities and Chinese 
universities, and experience in managing 
such relationships at high levels. 


▪ Extensive experience working in the 
education sector with international students 


▪ Extensive knowledge of AUT and what AUT 
can offer to deliver Great Graduates and 
support our graduates 


▪ Translating and interpreting skills 
 


SKILLS 


▪  An extremely high level of use of Chinese 
languages and dialects 


▪ Well-developed interpersonal skills and the 
ability to advise and influence others and 
work across a multi-cultural context 


▪ Excellent written and oral communication 
skills, in particular writing in English, working 
with the public and the ability to convey 
complex issues concisely and clearly 


▪ Excellent organisational skills, including the 
ability to organise events if required 


▪ High level of IT literacy, including desktop 
applications – MS software, databases and 
an understanding of digital communication 


▪ Self-management skills (organisation and 
time management) 


▪ Ability to work well within a team  
▪ Strong analytical skills to provide proactive 


solutions to agents, students and the public 
▪ Crisis management skills 
▪ Strong intercultural skills 
▪ Ability to maintain confidentiality 
▪ Ability to establish rapport with international 


visitors and students 


• Proficiency in one or more foreign languages 
 







 


 


▪ Ability to provide advisory services 
 


ATTRIBUTES 


▪ Cross-cultural competence 
▪ Willingness to travel if required and to work 


across time zones 
▪ Capacity to work as a team member across 


broad networks 
▪ Ability to work flexibly under conditions of 


resource constraint and to manage the 
uncertainty associated with a dynamic 
environment 


▪ Thinks strategically and creatively but be 
operationally effective with attention to 
detail 


 


 


 








 


 


 
 
 
 
 


POSITION DESCRIPTION 
  


TITLE OF POSITION 
Regional Manager 


SERVICE AREA 
AUT International 


REPORTS TO 
Recruitment Manager (Agent Partnerships) 


LAST REVIEWED 
December 2019 


SALARY BAND 
D 


 
PURPOSE 


AUT International is currently within the portfolio of the PVC Research, Enterprise and International.  
There are various parts of AUT International as a whole; however, their physical locations may vary. 
AUT International performs a crucial role in developing the university's international profile, building 
international relations, and ensuring the effective delivery of the university’s international student 
recruitment targets.  To achieve these goals, AUT International has to work in a collaborative way across 
various parts of the university.  For this reason, it is essential that all positions within AUT International 
work very closely with AUT Brand and Marketing, the Faculties, and Student Services to deliver on the 
international strategy (International Roadmap) and the International Recruitment Plan. 
 
The Regional Consultant provides support for “business to business” relationships with key education 
agencies, agents, schools and other institutions in the region and plays a leading part in the 
development and coordination of regional marketing and recruitment plans.  
 
The purpose of this position is to provide expertise and analytics of regional markets, providing 
knowledge of local culture, government and education system, market insights and opportunities and 
key stakeholders.  It works closely with the Director of Regional Strategy team. 
 
The role offers the necessary support to Agents in the relevant portfolio.  The regional Portfolios varies 
as required.  Any specifics to a role can be attached as Schedule A. 
 
KEY RELATIONSHIPS 


External Internal 
Agents 
Prospective international students  


Education New Zealand 


Immigration New Zealand 


International education agents in New 


Zealand and overseas 


University partner institutions 


Government agencies both in New Zealand 


and overseas 


Government sponsoring agencies 


Other relevant stakeholders 


Government sponsored students 


 
 


 
Brand and Marketing 
Marketing Managers 
AUT Staff  
Other areas of the University 
 


KEY ACCOUNTABILITIES 


RESPONSIBILITY EXPECTED OUTCOMES 


Contribution to Marketing Plan - Strategy, 
Planning and Development 


 
 


▪ Contribute to the design and implement 
innovative and sustainable business strategies 
to achieve student recruitment across English 
language, Pathway, Undergraduate, 







 


 


RESPONSIBILITY EXPECTED OUTCOMES 


. Postgraduate and Government sponsored 
programmes via Agents 


▪ Act as an internal AUT recruitment expert on 
assigned regions making key 
recommendations to relevant colleagues on 
admissions requirements, qualifications 
equivalencies, recruitment channels 
institutional partners 


▪ Provide Cultural knowledge and awareness of 
the region 


▪ Collate and share Market insights, trends and 
opportunities to deliver on the recruitment 
plan 


▪ Advanced knowledge of the region’s 
education admission criteria and 
equivalencies 


▪ Forms key relationships with regional 
agencies, agents and other institutions of the 
region 


▪ Contribute towards the regional Marketing 
Plan and continuous validation of trends and 
changes 


Support recruitment initiatives 
 
 


▪ Provide key partners with relevant 
information about the region and the 
University 


▪ Produce, analyse and communicate data 
relating to key recruitment channels including 
intelligence on markets, pathways and 
competitors. 


▪ Host incoming visitors to the university and 
develop suitable itineraries in close liaison 
with faculties and central units 


Relationship Management and Business 
Development 
 
 


▪ Liaise with key stakeholders and partners 


▪ Ensure ongoing collaboration and 
consultation with key international 
stakeholders in partnership with Marketing 
Managers and Brand and Marketing om a 
knowledgeable, responsive and professional 
manner. 


Agent Relationships ▪ Effective agent relationships 


▪ Timely and appropriate responses to all 
agents 


▪ Liaison with agents to ensure Agent 
satisfaction in each region for Agents and AUT 







 


 


RESPONSIBILITY EXPECTED OUTCOMES 


▪ Support Agents with a knowledge base of 
information about NZ and the NZ education 
system 


AUT International Specific 
 
AUT International works across a range of international regions and cultures and requires all 
employees to actively develop their cultural understanding and sensitivity to further AUT’s progress 
in the development of its international profile, its international relationships, and to meet the 
requirements of international students.   
 


Behaviour delivering on AUT Values –  
Tika, Pono Aroha 
Integrity, Respect, and Compassion 
to support Achievement 
 
Active contribution to the general philosophy 
and spirit reflected in AUT policies, 
procedures, and guidelines. 


▪ Team performance and the achievement of 
departmental, team and organisational goals 
and objectives are actively supported 


▪ A mindful focus on equity and diversity is 
maintained and reflected across all areas of 
work practice 


▪ Knowledge and skills are developed and 
maintained  


▪ Compliance with AUT policy and procedures 
along with an active contribution to 
continuous improvement 


Health & Safety 
 
Active contribution to a safe and healthy 
work environment and compliance with all 
associated policy and legislation. 


▪ AUT health and safety policies and procedures 
are understood and followed 


▪ Identified hazards are efficiently isolated, 
addressed and reported 


▪ Participation in health and safety audits of 
work is proactive  


▪ An understanding of emergency and 
evacuation procedures demonstrated 


 
This document covers the full results expected from the position and will form the basis of specific 
objectives to be agreed and reviewed regularly. 
 
 
ORGANISATIONAL CONTEXT 
As per Delegated Authorities 
 


Roles reporting directly to the Vice Chancellor; Deputy Vice-Chancellor, Deans, Assistant 
Vice Chancellors, Pro-Vice-Chancellors 


Tier 1 


Senior Managers, including Deputy and Associate Deans, Heads of Schools, Group 
Directors, Directors 


Tier 2 


Managers including Directors, School Managers, Directors of Institutes/Research Centres  Tier 3 


This Role Tier 5 


 
Description 


This role forms part of a matrix model working closely with Brand and Marketing, Faculties and Student 
Services and Administration. 
 
 







 


 


 
COMPLEXITY 


The role of the International Division is to enhance the reputation and profile of the University 
internationally; build relationships with strategic partners overseas; and create opportunities to 
increase revenue whether through the recruitment of international students, revenue growth activities 
(RGA) activities or research contracts. 
 
Requires depth of expertise developed through extensive relevant experience and application in the 
region.  Planning and decision making involves the integration of a range of university policies and 
external requirements. A regional consultant is required to achieve objectives operating within complex 
organisational structures and resource limitations.  Skills of innovation, initiative and judgement are 
required. 
 
The role requires a  high degree of independent decision making as well as collaborative decision 
making in consultation with others, including Faculty Marketing Managers. 
 
 
AUTHORITIES 


Delegations/Contractual 


The role has the authority to enter into agreements or contracts on behalf of the organisation under 
the supervision and approval of the Recruitment Manager. 
 
Staff 


Nil 
 
Financial 


Nil 
  







 


 


PERSON SPECIFICATION 
 


MANDATORY DESIRABLE 


  


FORMAL QUALIFICATIONS 


▪ Tertiary qualification 
 


 


KNOWLEDGE & EXPERIENCE 


▪ Experience working in the International 
Office or similar environment 


▪ Experience of building and managing 
relationships with government and private 
sector recruitment organisations and agents 


▪ Experience of living or studying abroad and 
an understanding of different cultures 


▪ A sound understanding of the education 
environment in countries of responsibility 


▪ Experience of delivering quality client service 
▪ Knowledge of higher education admissions 


processes and systems 
▪ Demonstrated experience and success in 


international student recruitment and 
marketing of educational services 


▪ Knowledge and practice in the principles of 
equity and diversity 


 


▪ Extensive experience working in the education 
sector with international students. 


▪ Extensive knowledge of AUT and what AUT 
can offer to deliver Great Graduates and 
support our graduates.  


▪ The incumbent is required to hold a valid 
passport that can be used across the 
applicable region without limitations. 


 


SKILLS 


▪ Well-developed interpersonal skills and the 
ability to advise and influence others and work 
across a multi-cultural context 


▪ Excellent written and oral communication 
skills, in particular writing in English, working 
with the public and the ability to convey 
complex issues concisely and clearly 


▪ Excellent organisational skills, including the 
ability to organise events if required 


▪ High level of IT literacy, including desktop 
applications – MS software, databases and an 
understanding of digital communication 


▪ Self-management skills (organisation and time 
management) 


▪ Ability to work well within a team  
▪ Strong analytical skills to provide proactive 


solutions to agents, students and the public 
▪ Crisis management skills 
▪ Strong intercultural skills 
▪ Ability to maintain confidentiality 
▪ Ability to establish rapport with international 


visitors and students 
▪ Ability to provide advisory services 
 


• Proficiency in one or more foreign languages 


ATTRIBUTES 


▪ Cross-cultural competence 
▪ Willingness to travel and to work across time 


zones (ability to travel alone) 
▪ Flexible approach to working patterns which 


could include a commitment to overseas travel 
and working outside office hours when 
necessary 


 


 







 


 


▪ Capacity to work as a team member across 
broad networks 


▪ Ability to work flexibly under conditions of 
resource constraint and to manage the 
uncertainty associated with a dynamic 
environment 


▪ Thinks strategically and creatively but be 
operationally effective with attention to detail 


 


 








 


 


 
 
 
 
 


POSITION DESCRIPTION 
  


TITLE OF POSITION 
International Analyst  


SERVICE AREA 
AUT International 


REPORTS TO 
Director AUT International 


LAST REVIEWED 
June 2021 


SALARY BAND 
D 


 
PURPOSE 


AUT International is within the portfolio of the PVC International.  There are various parts of AUT 
International as a whole; however, their physical locations may vary. AUT International performs a 
crucial role in developing the university's international profile, building international relations, and 
ensuring the effective delivery of the university’s international student recruitment targets.  To achieve 
these goals, AUT International has to work in a collaborative way across various parts of the university.  
For this reason, it is essential that all positions within AUT International work very closely with AUT 
Brand and Marketing, the Faculties, and Student Services to deliver on the international strategy 
(International Roadmap) and the International Recruitment Plan. 
 
This role brings senior-level capacity to the international teams in the areas of data analytics and 
visualisation, strategic and end-user reporting, and reporting. 
 
This position will contribute to improving university performance with a focus on supporting the 
University’s future direction. The Senior International Analyst will carry out value-added reporting 
based on complex data analysis that will directly support senior management decision-making and 
continuous improvement processes. 
 
KEY RELATIONSHIPS 


External Internal 
System vendors/suppliers 


Ministry of Education 


Other Universities (NZ & Australia) 


Statistics New Zealand 


Audit New Zealand 


 


Strategy and Planning 
Brand & Marketing 
AUT Staff  
Other areas of the University 
Other internal groups 


KEY ACCOUNTABILITIES 


RESPONSIBILITY EXPECTED OUTCOMES 


Data analytics and reporting   for AUT 
International  
 
Extract, analyse and report on data to support 
business, as usual, inform International 
planning,  and meet strategic information 
requirements 


▪ Extract, explore, and contextualise relevant 
data from the University’s Data Warehouse, in 
support of Business Analytics Team projects in 
Strategy and Planning   


▪ Develop and support visualisation tools for the 
purposes of data analysis and communication 
of key findings  


▪ Monthly, Quarterly and Annual reporting 
commitments are delivered, including key 
metrics 


▪ Confidentiality maintained at all times 







 


 


RESPONSIBILITY EXPECTED OUTCOMES 


▪ Identify areas and opportunities for  
improvement with systems team that are 
outside current systems functionality 


Data Integrity & Management of Systems 
 
Coach and support users to improve the 
quality of input and output of processes.  
Supporting improved use of the BI 
Warehouse, UniAssist and custom built 
dashboards for improved team analysis of 
data. 
 


▪ Audit processes implemented to regularly 
monitor data integrity and identify areas of 
data inaccuracy and trends 


▪ On-going coaching and training of system 
users to ensure improved data input and 
timely correction of data integrity issues 


▪ Improved data structure alignment between 
systems and reporting 


▪ Contribute to the development of Standard 
Operating Procedures and training material 


 ▪  


Development of strategic reports for the 
International team and the PVCI  
 
Support Internationalisation goals by ensuring 
key opportunities and threats are identified 
and communicated  
 


▪ Support the Director of AUT International to 
draft concise, clear reports in areas such as 
recruitment, international fee setting, 
international kpi framework, agent 
management, scholarships, marketing and 
international growth plans  


▪ Routine monitoring and identification of 
trends that may need to be elevated to senior 
management level  


AUT International Specific 
 
AUT International works across a range of international regions and cultures and requires all 
employees to actively develop their cultural understanding and sensitivity to further AUT’s progress 
in the development of its international profile, its international relationships, and to meet the 
requirements of international students.   
 


Behaviour delivering on AUT Values –  
Tika, Pono Aroha 
Integrity, Respect, and Compassion 
to support Achievement 
 
Active contribution to the general philosophy 
and spirit reflected in AUT policies, 
procedures, and guidelines. 


▪ Team performance and the achievement of 
departmental, team and organisational goals 
and objectives are actively supported 


▪ A mindful focus on equity and diversity is 
maintained and reflected across all areas of 
work practice 


▪ Knowledge and skills are developed and 
maintained to meet competent performance 
requirements for the current position  


▪ Compliance with AUT policy and procedures 
along with an active contribution to continuous 
improvement 


Health & Safety 
 
Active contribution to a safe and healthy 
work environment and compliance with all 
associated policy and legislation. 


▪ AUT health and safety policies and procedures 
are understood and followed 


▪ Identified hazards are efficiently isolated, 
addressed and reported 







 


 


RESPONSIBILITY EXPECTED OUTCOMES 


▪ Participation in health and safety audits of 
work is proactive  


▪ An understanding of emergency and 
evacuation procedures demonstrated 


 
 
ORGANISATIONAL CONTEXT 
As per Delegated Authorities 
 


Roles reporting directly to the Vice Chancellor; Deputy Vice-Chancellor, Deans, Assistant 
Vice Chancellors, Pro-Vice-Chancellors 


Tier 1 


Senior Managers, including Deputy and Associate Deans, Heads of Schools, Group 
Directors, Directors 


Tier 2 


Managers including Directors, School Managers, Directors of Institutes/Research Centres  Tier 3 


This Role Tier 4 


 
Description 


This role forms part of a matrix model working closely within Brand and Marketing, Faculties and 
Student Services and Administration. 
 
COMPLEXITY 


The Senior International Analyst works directly with colleagues across AUT International and therefore 
requires strong relationship management skills.  The role will require a strong data management and 
analysis background which informs and influences strategic decisions.  Strong knowledge of data 
management, collection and structure of data and data interpretation will be key.  The role will use a 
range of technologies and knowledge and reporting tools to contribute to the success of strategic 
initiatives.   
 
The role of Senior International Analyst requires knowledge, skills and experience in a specialist area 
that is responsible for providing information used by senior management on issues that impact at the 
international and university level. It demands the ability to generate insight from data and to convey 
the implications of findings to management through concise written reporting and well-presented data 
visualisation. 
 
The role requires a high degree of initiative in the preparation, interrogation and analysis of data, and 
in the design, development and creation of business intelligence outputs. This position also requires 
the ability to work and with senior staff throughout the organisation. It requires an understanding of 
the complex nature of a large organisation and the wide range of factors that could impact on its 
operations. 
 
AUTHORITIES 


Delegations/Contractual 


Nil 
 
Staff 


Nil 
 
Financial 


Nil 
  







 


 


PERSON SPECIFICATION 
 


MANDATORY DESIRABLE 


  


FORMAL QUALIFICATIONS 


▪ A qualification in Business and Information 
Technology or equivalent work experience  


▪ CI, TQM and PM  desirable  
▪ Certificates in Business Reporting tools such 


as Business Objects/Crystal and SSRS 
 


KNOWLEDGE & EXPERIENCE 


▪ Minimum 7 years’ experience in 
data reporting functions 


▪ Minimum 7 years of experience of 
documenting processes and 
identifying requirements in a 
business context 


▪ Advanced knowledge of business 
analysis, applicable statistical and 
data analytics, processes and 
procedures 


▪ Knowledge and experience in 
business reporting tools, including 
BI 


▪ Knowledge and practice in the 
principles of equity and diversity 


▪ Knowledge of system change  
management  


 


▪ Experience of working in the 
international education sector. 


 


SKILLS 


▪ Ability to assess, interpret and test 
hypotheses within an environment 
of complex information. 


▪ Analytical problem-solving skills, 
especially the ability to source and 
offer a variety of solutions 


▪ Ability to synthesize complex data 
into concise and meaningful 
reports for end users 


▪ High level of communication skills 
to support users,  


▪ Experience of change management, 
project management and team 
collaboration 


▪ Demonstrated confidence in 
learning and applying technology in 
a business context 


▪ Self-management skills are 
essential particularly in areas of 
time management and setting and 
achieving objectives 


▪ The ability to use Business 
Intelligence/Analysis technologies 
to provide historical, current and 
predictive views of business 
operations 


▪ Well-developed interpersonal skills 
and the ability to advise and 
influence others and work across a 
multi-cultural context 


▪ Decision making skills – able to evaluate risks 
and opportunities 


▪ Scenario-modelling 







 


 


▪ Excellent written and oral 
communication skills, in particular 
writing in English, working with the 
public and the ability to convey 
complex issues concisely and 
clearly 


▪ Excellent organisational skills, 
including the ability to organise 
events if required 


▪ High level of IT literacy, including 
desktop applications – MS 
software, databases and an 
understanding of digital 
communication 


▪ Self-management skills 
(organisation and time 
management) 


▪ Ability to work well within a team  
▪ Strong analytical skills to provide 


proactive solutions to agents, 
students and the public 


▪ Crisis management skills 
▪ Strong intercultural skills 
▪ Ability to maintain confidentiality 
▪ Ability to establish rapport with 


international visitors and students 
▪ Ability to provide advisory services 


 


ATTRIBUTES 


▪ Cross-cultural competence 
▪ Capacity to work as a team member 


across broad networks 
▪ Ability to work flexibly under 


conditions of resource constraint 
and to manage the uncertainty 
associated with a dynamic 
environment 


▪ Thinks strategically and creatively 
but be operationally effective with 
attention to detail 


 


 


 








 


 


 
 
 
 
 


POSITION DESCRIPTION 
  


TITLE OF POSITION 
Director International Relations and 
Recruitment 


SERVICE AREA 
AUT International 


REPORTS TO 
Group Director AUT International 


LAST REVIEWED 
December 2019 


SALARY BAND 
IEA 


 
PURPOSE 


AUT International is currently within the portfolio of the PVC Research, Enterprise and International.  
There are various parts of AUT International as a whole; however, their physical locations may vary. 
AUT International performs a crucial role in developing the university's international profile, building 
international relations, and ensuring the effective delivery of the university’s international student 
recruitment targets.  To achieve these goals, AUT International has to work in a collaborative way across 
various parts of the university.  For this reason, it is essential that all positions within AUT International 
work very closely with AUT Brand and Marketing, the Faculties, and Student Services to deliver on the 
international strategy (International Roadmap) and the International Recruitment Plan. 
 
The purpose of this position is to manage AUT International to deliver on AUT strategic outcomes and 
growth targets as defined in strategic documents.   The Director forms part of the team to drive, 
develop, monitor and deliver on the international strategy within AUT, academic linkages, and project 
activities throughout the world, to ensure strategic outcomes for the growth of international student 
numbers.  The Director communicates on international issues and strategy throughout AUT from the 
Vice-Chancellor’s Office through to Group Directors, Deans, Heads of Schools and in particular, works 
with the Chief Marketing Officer (CMO) and Group Director Student Services and Administration in 
international matters, specifically marketing and international student recruitment. 
 
A fundamental part of the role is to develop and maintain effective relationships, build partnerships to 
ensure high conversion and effective delivery on the regional recruitment plans. 
 
KEY RELATIONSHIPS 


External Internal 
International student agencies 
Agents 
Ministers, Ministries of Foreign Countries  
Directors/ Managers of International Agencies 
(such as UNDP, ADB, IDP, WB) 
Vice-Chancellors, Presidents, Senior Leaders 
in foreign universities 
Directors of New Zealand Government 
agencies, especially ENZ, MBIE, MFAT Trade 
NZ and Asia 2000 and senior business leaders, 
especially Chambers of Commerce and 
International Business Councils (e.g. 
ASEANCBC, NZ) 
Immigration NZ 
Executive Committee members of Business 
organisations such as ASEAN NZ CBC 
Executive Committee members of educational 
and consulting bodies such as NZ Asia Society, 
PINZ, Consulting New Zealand, Education New 
Zealand, IDP, ASAIHL, ASEAN University 


Vice-Chancellors office 
Student Services and Administration 
Brand & Marketing 
Marketing Managers 
AUT Staff  
Other areas of the University 
PVCs/Deans and Heads of School 
Head of Departments 
Other internal groups 







 


 


Network, AMPEI (Mexico High Education 
National),  
NAFSA (North America) 
EAIE (Europe) 
 
 


KEY ACCOUNTABILITIES 


RESPONSIBILITY EXPECTED OUTCOMES 


Implement the  strategic roadmap on 
international recruitment achieving the 
international goals within AUT Directions  
Proactive leadership in the formulation of 
annual and long term recruitment plans and 
strategy for international students and 
associated relationships.  Monitoring and 
reviewing its implementation. 
 


▪ Provide expertise to design and 
develop international recruitment 
strategy and recruitment plans 


▪ Identify and prioritise International 
projects  


▪ Deliver on international student 
recruitment targets 


▪ Deliver on learning abroad and 
student exchange targets 


▪ Support the development of the 
international experience for domestic 
students, including student mobility. 


▪  


Develop strategic partnerships 
 
Work closely with all stakeholders end to end 


▪ Identify and implement opportunities 
to develop pathway routes into AUT 
qualifications 


▪ Work with RIO and Deans to identify 
and develop strategic international 
research partnerships 


▪ Key stakeholder management, 
developing and maintaining 
partnerships across all levels 


▪ Develop strategic relationships with 
foreign governments, key 
stakeholders, ministerial staff and key 
agents 


▪ Build on AUT’s reputation as a 
university of choice for  international 
students 


International Business Development 
 
Strategic guidance in the development of 
regional recruitment plans 
 
 


▪ Strategic leadership to develop key 
relations as well as supporting 
faculties in their overseas 
engagement activities.   


 


AUT International Specific 
 
AUT International works across a range of international regions and cultures and requires all 
employees to actively develop their cultural understanding and sensitivity to further AUT’s progress 







 


 


RESPONSIBILITY EXPECTED OUTCOMES 


in the development of its international profile, its international relationships, and to meet the 
requirements of international students.   
 


Behaviour delivering on AUT Values –  
Tika, Pono, Aroha 
Integrity, Respect, and Compassion 
to support Achievement 
 
Active contribution to the general philosophy 
and spirit reflected in AUT policies, 
procedures, and guidelines. 


▪ Team performance and the 
achievement of departmental, team 
and organisational goals and 
objectives are actively supported 


▪ A mindful focus on equity and 
diversity is maintained and reflected 
across all areas of work practice 


▪ Knowledge and skills are developed 
and maintained for competent 
performance of the current position  


▪ Compliance with AUT policy and 
procedures along with an active 
contribution to continuous 
improvement 


Health & Safety 
 
Active contribution to a safe and healthy 
work environment and compliance with all 
associated policy and legislation. 


▪ AUT health and safety policies and 
procedures are understood and 
followed 


▪ Identified hazards are efficiently 
isolated, addressed and reported 


▪ Participation in health and safety 
audits of work is proactive  


▪ An understanding of emergency and 
evacuation procedures 
demonstrated 


 
This document covers the full results expected from the position and will form the basis of specific 
objectives to be agreed and reviewed regularly. 
 
 
ORGANISATIONAL CONTEXT 
As per Delegated Authorities 
 


Roles reporting directly to the Vice Chancellor; Deputy Vice-Chancellor, Deans, Assistant 
Vice Chancellors, Pro-Vice-Chancellors 


Tier 1 


Senior Managers, including Deputy and Associate Deans, Heads of Schools, Group 
Directors, Directors 


Tier 2 


Managers including Directors, School Managers, Directors of Institutes/Research Centres  Tier 3 


This Role Tier 3 


 
Description 


This role forms part of a matrix model working closely with Brand and Marketing, Faculties and Student 
Services and Administration. 
 
COMPLEXITY 


The role of  AUT International  is to enhance the reputation and profile of the University internationally; 
build relationships with strategic partners overseas; and create opportunities to increase revenue 







 


 


whether through the recruitment of international students, revenue generating activities (RGA) or 
research contracts. 
 
This role operates within a highly complex organisation encompassing a variety of programmes and 
products across a diverse range of Faculties, Schools and supporting directorates.   The role itself 
operates in collaboration with the Group Director Brand and Marketing in the development and 
implementation of the regional recruitment strategies while managing a range of functions which 
significantly impact student outcomes and the reputation of the University. 
 
The post holder is required to maintain flexibility, make judgements and solve problems based on 
appropriate research and situational conditions.   The role has a significant impact on financial resources 
for the achievement of international student projections. 
 
The role is also responsible for establishing and maintaining strategic relationships with both internal 
and external stakeholder, applying influence and negotiating in a range of environments, and in doing 
so, impacting student recruitment conversions and outcomes and AUT’s reputation. 
 
AUTHORITIES 


Delegations/Contractual 


The role has the authority to enter into agreements or contracts on behalf of the organisation under 
the supervision and approval of the PVC Research, Enterprise and International. 
 
Staff 


Three direct reports and managing a team of up to 15 staff. 
 
Financial 


Authorised for reasonable expenditure from AUT International budget up to $15,000.  Approval 
required by PVC Research, Enterprise and International.  







 


 


PERSON SPECIFICATION 
 


MANDATORY DESIRABLE 


  


FORMAL QUALIFICATIONS 


▪ MBA or postgraduate degree in Business 
Development or International Relations, or 
equivalent 


 


 


KNOWLEDGE & EXPERIENCE 


▪ Extensive experience in International 
Relations and stakeholder management  


▪ Extensive experience of working with NZ 
Government departments including MFAT, 
ENZ, INZ. 


▪ Extensive experience working with Agents 
▪ Strategy development skills supported by 


implementation and monitoring experience 
in a business to the business environment 
leading to business development and 
growth 


▪ Extensive experience in people management 
and leadership 


▪ Knowledge and practice in the principles of 
equity and diversity 


▪ Proven outcomes in international relations 
▪ Extensive experience in international 


business development including the delivery 
of executive education programmes for 
overseas governments  


▪ Extensive experience in the management of 
complex virtual relationships and teams 


▪ Public speaking experience 
 


▪ Extensive experience working in the 
education sector with international students. 


▪ Extensive knowledge of AUT and what AUT 
can offer to deliver Great Graduates and 
support our graduates. 


▪ Extensive experience in working with third-
party stakeholders 


▪ Extensive experience working within a 
foreign/international context 


 


SKILLS 


▪ Well-developed interpersonal skills and the 
ability to advise and influence others and 
work across a multi-cultural context 


▪ Excellent written and oral communication 
skills, in particular writing in English, working 
with the public and the ability to convey 
complex issues concisely and clearly 


▪ Excellent organisational skills, including the 
ability to organise events if required 


▪ Excellent negotiation skills and extensive 
experience of negotiation in an international 
and cross-cultural context 


▪ Excellent leadership skills, and experience of 
leadership in a cross-cultural context 


▪ High level of IT literacy, including desktop 
applications – MS software, databases and 
an understanding of digital communication 


▪ Self-management skills (organisation and 
time management) 


▪ Ability to work well within a team  
▪ Strong analytical skills to provide proactive 


solutions to agents, students and the public 
▪ Crisis management skills 
▪ Strong intercultural skills 
▪ Ability to maintain confidentiality 


• Proficiency in one or more of the languages 
in AUT’s key markets – research, student 
recruitment, business development. 







 


 


▪ Ability to establish rapport with international 
visitors and students 


▪ Ability to provide advisory services 
 


ATTRIBUTES 


▪ Cross-cultural competence 
▪ Willingness to travel and to work across time 


zones 
▪ Capacity to work as a team member across 


broad networks 
▪ Ability to work flexibly under conditions of 


resource constraint and to manage the 
uncertainty associated with a dynamic 
environment 


▪ Thinks strategically and creatively but be 
operationally effective with attention to 
detail 


 


 


 








 


 


 
 
 
 
 


POSITION DESCRIPTION 
  


TITLE OF POSITION 
International Agent Enquiry Support 


SERVICE AREA 
AUT International 


REPORTS TO 
Recruitment Manager 


LAST REVIEWED 
December 2019 


SALARY BAND 
Band B 


 
PURPOSE 


AUT International is currently within the portfolio of the PVC Research, Enterprise and International.  
There are various parts of AUT International as a whole; however, their physical locations may vary. 
AUT International performs a crucial role in developing the university's international profile, building 
international relations, and ensuring the effective delivery of the university’s international student 
recruitment targets.  To achieve these goals, AUT International has to work in a collaborative way across 
various parts of the university.  For this reason, it is essential that all positions within AUT International 
work very closely with AUT Brand and Marketing, the Faculties, and Student Services to deliver on the 
international strategy (International Roadmap) and the International Recruitment Plan. 
 
The purpose of this position is to manage all enquiries from international student recruitment agents, 
providing a high level of service to support the relational approach to agents.  It requires close 
collaboration with Marketing Managers, Brand and Marketing, Regional Consultants, Admissions Office 
and Faculties. 
 
This role delivers comprehensive information, fosters close relationships with AUT, and ensures a 
positive AUT-Agent experience which contributes to the University's growth and reputation 
 
 
KEY RELATIONSHIPS 


External Internal 
International Students 
Prospective Students  
International Agents  
Government Agencies  
UP International College 
Other service providers 
 


AUT Staff  
AUT International House 
Student Services and Administration 
Other areas of the University 
Brand and Marketing 
Marketing Managers 
Head of Departments 
Other internal groups 
Specialist services 


KEY ACCOUNTABILITIES 


RESPONSIBILITY EXPECTED OUTCOMES 


Agent Contact Management  
 
Ensures prompt, accurate and responsive  
advice and support for agent queries  
 


▪ Professional, positive, and inviting service to 
Agents 


▪ Clear, accurate and concise information  
provided to all clients  


▪ Ownership of each enquiry is taken to ensure 
resolution at first point of contact wherever 
possible 


▪ Agents are fully informed through the 
provision of a comprehensive service 







 


 


RESPONSIBILITY EXPECTED OUTCOMES 


▪ Connection and referral, within a resolution 
framework, is facilitated where required 


▪ Problematic areas are identified, and solutions 
are recommended and implemented.  


▪ Management of enquiries is immediately and 
accurately recorded within the appropriate 
management systems 


▪ A case management approach is facilitated 
and delivered  


Knowledge and Information 


Comprehensive knowledge of AUT products, 
services and administrative systems  
 


▪ Comprehensive knowledge and 
understanding of relevant programme 
information and other related AUT brand, 
product and services information is 
maintained 


▪ Information is proactively sought to ensure 
comprehensive delivery of service 


▪ New resources and information is shared with 
the team 


▪ Enquiries are recorded both accurately and 
timely within the appropriate management 
systems 


Collaboration & Continuous Improvement 


Data collection, analysis and reporting of 
information along with recommendations for 
improvements to service delivery 


▪ A flexible and collaborative approach to the 
delivery of activities is adopted, information 
and knowledge is widely shared, and 
contribution is made to development and 
implementation of new initiatives 


▪ Opportunities for service improvements are 
raised and contribution made to redesign of 
processes 


▪ Feedback is sought from stakeholders to 
ensure the service is delivering as required 


▪ Trends, patterns or issues are identified and 
proactively reported to the Leadership Team 


▪ Areas identified as problematic or causing 
barriers to service delivery are immediately 
communicated to Leadership 


Agent Experience 
 
Deliver high quality, professional service which 
facilitates the University’s culture of customer 
care 


▪ Queries are responded to positively, with 


sufficient support provided and within agreed 


timeframes 


▪ A proactive approach is taken to the provision 


of performance data to agents, including the 


tracking of student applications/enrolments, 


the payment of commissions, agent rankings 


and agent support activities. 


▪ Processes and systems are enquiry relevant 


and focused and cater for the diverse future 


student population 


▪ Any other tasks or duties requested by 


management to ensure delivery of a first-







 


 


RESPONSIBILITY EXPECTED OUTCOMES 


class service to agents are undertaken 


effectively and efficiently 


▪ Assistance is provided and a collaborative 


approach adopted in the delivery of prospect, 


applicant and commencing student-related 


events  


▪ Any other tasks or duties are undertaken 


effectively, as requested by management, 


ensuring delivery of a first-class service to 


future agents  


▪ Assistance is provided and a collaborative 


approach adopted in the delivery of agent 


events  


AUT International Specific 
 
AUT International works across a range of international regions and cultures and requires all 
employees to actively develop their cultural understanding and sensitivity to further AUT’s progress 
in the development of its international profile, its international relationships, and to meet the 
requirements of international students.   
 


Behaviour delivering on AUT Values –  
Tika, Pono Aroha 
Integrity, Respect, and Compassion 
to support Achievement 
 
Active contribution to the general philosophy 
and spirit reflected in AUT policies, 
procedures, and guidelines. 


▪ Team performance and the achievement of 
departmental, team and organisational goals 
and objectives are actively supported 


▪ A mindful focus on equity and diversity is 
maintained and reflected across all areas of 
work practice 


▪ Knowledge and skills are developed and 
maintained for competent performance of the 
current position  


▪ Compliance with AUT policy and procedures 
along with an active contribution to continuous 
improvement 


Health & Safety 
 
Active contribution to a safe and healthy 
work environment and compliance with all 
associated policy and legislation. 


▪ AUT health and safety policies and procedures 
are understood and followed 


▪ Identified hazards are efficiently isolated, 
addressed and reported 


▪ Participation in health and safety audits of 
work is proactive  


▪ An understanding of emergency and 
evacuation procedures demonstrated 


 
This document covers the full results expected from the position and will form the basis of specific 
objectives to be agreed and reviewed regularly. 
 
 
 
 
 







 


 


 
 
ORGANISATIONAL CONTEXT 
As per Delegated Authorities 
 


Roles reporting directly to the Vice-Chancellor; Deputy Vice-Chancellor, Deans, Assistant 
Vice-Chancellors, Pro-Vice-Chancellors 


Tier 1 


Senior Managers, including Deputy and Associate Deans, Heads of Schools, Group 
Directors, Directors 


Tier 2 


Managers including Directors, School Managers, Directors of Institutes/Research Centres  Tier 3 


This Role Tier 5 


 
Description 


This role forms part of a matrix model working closely with Brand and Marketing, Faculties and Student 
Services and Administration. 
 
COMPLEXITY 


The role of the International Division is to enhance the reputation and profile of the University 
internationally; build relationships with strategic partners overseas; and create opportunities to 
increase revenue whether through the recruitment of international students, revenue growth activities 
(RGA) activities or research contracts. 
 
This position requires a high level of professionalism and confidentiality in relation to agent 


management.  Knowledge of University products, services and processes is required to ensure first-


class service delivery. 


 


While the incumbent follows guidelines and procedures to complete a range of duties, they must do so 


with nominal supervision, working cooperatively as part of the team.  Flexibility and the ability to 


integrate individual duties with the work of others to achieve team goals is necessary. General problem 


solving and an ability to follow through tasks from onset to resolution are crucial, while more complex 


decision making or problems would be referred to the relevant Service Leader or Manager. 


 
This role is required to collaborate and work closely with others in a partnership model, sharing the 
responsibility to deliver an exceptional AUT student experience. 
 
AUTHORITIES 


Delegations/Contractual 


Nil 
 
Staff 


Nil 
 
Financial 


Nil 


 
 
 
 
 
 
 







 


 


 
 


PERSON SPECIFICATION 
 


MANDATORY DESIRABLE 


  


FORMAL QUALIFICATIONS 


▪ Tertiary qualification 
 


 


KNOWLEDGE & EXPERIENCE 


▪ Minimum two years’ proven, directly 
relevant work within customer experience 
roles or equivalent experience  


▪ Knowledge of University and community-
based support services 


▪ Knowledge of the Tertiary sector 


▪ Privacy Act principles (1993) and application 


▪ Knowledge and practice in the principles of 
equity and diversity 


 


▪ Experience working in the education sector 
with international students. 


▪ Knowledge of AUT and what AUT can offer to 
deliver Great Graduates and support our 
graduates. 


SKILLS 


▪ Well-developed interpersonal skills and the 
ability to advise and influence others and 
work across a multi-cultural context 


▪ Excellent written and oral communication 
skills, in particular writing in English, working 
with the public and the ability to convey 
complex issues concisely and clearly 


▪ Excellent organisational skills, including the 
ability to organise events if required 


▪ IT literacy, including desktop applications – 
MS software, databases and an 
understanding of digital communication 


▪ Self-management skills (organisation and 
time management) 


▪ Ability to work well within a team  
▪ Strong analytical skills to provide proactive 


solutions to agents, students and the public 
▪ Strong intercultural skills 
▪ Ability to maintain confidentiality 
▪ Ability to establish rapport with international 


visitors, agents and students 
▪ Ability to provide advisory services 
 


• Proficiency in one or more foreign languages 


ATTRIBUTES 


▪ Cross-cultural competence 
▪ Capacity to work as a team member across 


broad networks 
▪ Ability to work flexibly under conditions of 


resource constraint and to manage the 
uncertainty associated with a dynamic 
environment 


▪ Thinks strategically and creatively but be 
operationally effective with attention to 
detail 


 


▪ Willingness to work across time zones 
 


 








 
 


POSITION DESCRIPTION 
  


TITLE OF POSITION 
Agent Planning Manager 


SERVICE AREA 
AUT International 


REPORTS TO 
Recruitment Manager  


LAST REVIEWED 
December 2019 


SALARY BAND 
C 


 
PURPOSE 


AUT International is currently within the portfolio of the PVC Research, Enterprise and International.  
AUT International performs a crucial role in developing the university's international profile, building 
international relations, and ensuring the effective delivery of the university’s International student 
recruitment targets.  To achieve these goals, AUT International has to work in a collaborative way across 
various parts of the university.  For this reason, it is essential that all positions within AUT International 
work very closely with AUT Brand and Marketing, the Faculties, and Student Services to deliver on the 
international strategy (International Roadmap) and the International Recruitment Plan. 
 
The Agent Planning Manager oversees AUT’s international agent representative network, a vital 
recruitment channel of international students to AUT. The role manages the agent database and 
processes around the selection, management and review of agent contracts and performance.  
  


The Agent Planning Manager acts as a central liaison point for AUT agents and partners and 
contributes to a partner communication plan, conducting regular training on AUT’s agent compliance 
requirements.  


 
KEY RELATIONSHIPS 


External Internal 
Agents 
Independent Contractors 
Suppliers of products and services 
Immigration NZ 
Government and Legislative bodies 
Education NZ 
Partner Institutions 
Other key stakeholders 
 


AUT Staff  
Other areas of the University 
PVCs/Deans and Heads of School 
Head of Departments 
Other internal groups  


Strategy & Planning 


Brand and Marketing  


KEY ACCOUNTABILITIES 


RESPONSIBILITY EXPECTED OUTCOMES 


Manages the processes for selecting and 
managing agent contracts 


▪ Applications by agents to become registered 
as AUT agents are managed promptly and 
efficiently and in accordance with AUT 
procedures. 


▪ The agent database is maintained.  


▪ Contact information about AUT registered 
agents, on the AUT Website, is accurate 


▪ Agents contracts and renewal procedures are 
managed efficiently.  







RESPONSIBILITY EXPECTED OUTCOMES 


▪ The appointment, changes and cancellations 
of agents are disseminated to relevant 
departments. 


Supports the Recruitment Manager (Agent 
Partnerships) to develop and maintain 
strong relationships with Agents  
 
 
 


▪ Develops protocols and consistent, reliable 
processes for managing agent relationships. 


▪ Contributes to an agreed communication and 
engagement plan with agents. 


▪ Supports Regional Managers to conduct 
regular training with agents to ensure that 
agents are up to date with AUT’s 
qualifications, admissions and compliance 
requirements. 


▪ Supports Regional Manager with  agent 
familiarisation trips to AUT where 
appropriate. 


▪ Supports agents with relevant information 
and supplies marketing collateral as 
appropriate 


▪  Seeks to enhance systems and processes to 
provide continuous improvements in the 
agents’ experience of working with AUT. 


Coordinates the processing and payment of 
agent commissions 


▪ Validates agent invoices for accuracy 


▪ Working with Finance, ensure that Agent 
commission is paid promptly. 


 


Develop processes and procedures to   
monitor and review agent performance 
 
 
 


▪ Develop administrative systems, databases 
and records for the effective management and 
efficient operation of the agents against the 
Regional Recruitment Plans  


Provide regular reporting on agent 
performance. 


Compliance ▪ AUT’s obligations under the Code of Practice 
for the Pastoral Care of International 
Students, for managing and monitoring 
agents, are met. 


▪ New policies and procedures are translated 
into effective administrative systems.  


To plan, organise and monitor relevant 
resources 


▪ Working closely with Brand and Marketing 
and Regional Managers to deliver Agents’ with 
relevant and up to date marketing and 
recruitment resources 


To complete special projects as appropriate 
 


▪ All tasks are completed efficiently and 
effectively.  


AUT International Specific 







RESPONSIBILITY EXPECTED OUTCOMES 


 
AUT International works across a range of international regions and cultures and requires all 
employees to actively develop their cultural understanding and sensitivity to further AUT’s progress 
in the development of its international profile, its international relationships, and to meet the 
requirements of international students.   
 


Behaviour delivering on AUT Values –  
Tika, Pono Aroha 
Integrity, Respect, and Compassion 
to support Achievement 
 
Active contribution to the general philosophy 
and spirit reflected in AUT policies, 
procedures, and guidelines. 


• Team performance and the achievement 
of departmental, team and organisational 
goals and objectives are actively 
supported 


• A mindful focus on equity and diversity is 
maintained and reflected across all areas 
of work practice 


• Knowledge and skills are developed and 
maintained for competent performance 
of the current position  


• Compliance with AUT policy and 
procedures along with an active 
contribution to continuous improvement 


Health & Safety 
 
Active contribution to a safe and healthy 
work environment and compliance with all 
associated policy and legislation. 


• AUT health and safety policies and 
procedures are understood and followed 


• Identified hazards are efficiently isolated, 
addressed and reported 


• Participation in health and safety audits 
of work is proactive  


• An understanding of emergency and 
evacuation procedures demonstrated 


 
This document covers the full results expected from the position and will form the basis of specific 
objectives to be agreed and reviewed regularly. 
 
ORGANISATIONAL CONTEXT 
 


Roles reporting directly to the Vice Chancellor; Deputy Vice-Chancellor, Deans, Assistant 
Vice Chancellors, Pro-Vice-Chancellors 


Tier 1 


Senior Managers, including Deputy and Associate Deans, Heads of Schools, Group 
Directors, Directors 


Tier 2 


Managers including Directors, School Managers, Directors of Institutes/Research Centres  Tier 3 


This Role Tier 5 


 
Description 


This role forms part of a matrix model working closely with Brand and Marketing, Faculties and Student 
Services and Administration. 
 
COMPLEXITY 


The role of the International Division is to enhance the reputation and profile of the University 
internationally; build relationships with strategic partners overseas; and create opportunities to 
increase revenue whether through the recruitment of international students, revenue growth activities 
(RGA) activities or research contracts. 
 







AUT International is responsible for international student recruitment for both the University, and 
student mobility both inbound and outbound.   
  


The role has the authority to make decisions and recommendations relating to the appointment of 
agents. All new appointments must have the final approval of the Director of International Relations 
and Recruitment.  


  
 
AUTHORITIES 
 
Delegations/Contractual  
 
As per delegated authority 
 
Staff 
 
Nil 
 
Financial 
 
As per delegated authority 
 
   







PERSON SPECIFICATION 
 


MANDATORY DESIRABLE 


  


FORMAL QUALIFICATIONS 


▪ Tertiary degree   
Business information systems, Accounting, 
or Finance  
 


 


KNOWLEDGE & EXPERIENCE 


▪ Three years minimum experience in financial 
systems management 


▪ Three years minimum in  operational 
relationship management in a medium to 
large organisation in particular between IT 
and finance functions 


▪ Demonstrated knowledge of  databases 
 


▪ University or International Relations 
experience 


▪ Experience with international agent 
management 


▪ Experience and understanding of working in 
English speaking universities and English as a 
second language universities, and 
experience in managing such relationships 
at different levels. 


▪ Experience of student information systems 
 


SKILLS 


• Well-developed interpersonal skills and the 
ability to advise and influence others and 
work across a multi-cultural context 


• Excellent written and oral communication 
skills, in particular writing in English,  and the 
ability to convey complex issues concisely 
and clearly 


• Excellent organisational skills, including the 
ability to organise events if required 


• High level of IT literacy, including desktop 
applications – MS software, databases and 
an understanding of digital communication 


• Self-management skills (organisation and 
time management) 


• Ability to work well within a team  


• Strong analytical skills to provide proactive 
solutions to agents, students and the public 


• Strong intercultural skills 


• Ability to maintain confidentiality 


• Ability to establish rapport with international 
visitors  


• Ability to provide advisory services 
 


• Proficiency in one or more foreign languages 


ATTRIBUTES 


• Cross-cultural competence 


• Willingness to travel as required and to work 
across time zones 


• Capacity to work as a team member across 
broad networks 


• Ability to work flexibly under conditions of 
resource constraint and to manage the 
uncertainty associated with a dynamic 
environment 


• Thinks strategically and creatively but be 
operationally effective with attention to 
detail 


 


 


 







 








 


 


 
 
 
 
 


POSITION DESCRIPTION 
  


TITLE OF POSITION 
Manager Learning Abroad 


SERVICE AREA 
AUT International 


REPORTS TO 
Director of International Relations and 
Recruitment 


LAST REVIEWED 
December 2019 


SALARY BAND 
D 


 
PURPOSE 


AUT International is currently within the portfolio of the PVC Research, Enterprise and International.  
There are various parts of AUT International as a whole; however, their physical locations may vary. 
AUT International performs a crucial role in developing the university's international profile, building 
international relations, and ensuring the effective delivery of the university’s international student 
recruitment targets.  To achieve these goals, AUT International has to work in a collaborative way across 
various parts of the university.  For this reason, it is essential that all positions within AUT International 
work very closely with AUT Brand and Marketing, the Faculties, and Student Services to deliver on the 
international strategy (International Roadmap) and the International Recruitment Plan. 
 
The purpose of this position is to support AUT International by developing effective relationships and  
partnerships with other providers and universities to support EFTS growth and student mobility, 
including study abroad and exchange.  The role works with AUT stakeholders, international recruitment 
Agents for Study Abroad, pathway providers and other universities.   The effective performance will 
result in the growth of international student numbers and maintaining strategic objectives set in AUT 
Strategic Directions and Regional Recruitment Plans. 
 
This role also fulfils the requirements as Financial Aid Director for the US Department of Education and 
other US and international agencies. 
 
KEY RELATIONSHIPS 


External Internal 
International Students 
Agents 
Training institutions 
Partner Universities 
Ministry of Education 
Other relevant stakeholders 
ImmigrationNZ 
Studylink 
ATEED 
 


AUT Staff  
Brand & Marketing 
Marketing Managers 
Other areas of the University 
PVCs/Deans and Heads of School 
Head of Departments 
Programme leaders 
Other internal groups 


KEY ACCOUNTABILITIES 







 


 


RESPONSIBILITY EXPECTED OUTCOMES 


1. Manage and market AUT Internship and 
Short Term programmes 


 
AUT’s study abroad internship programme 
allows students to spend a semester of their 
degree at AUT combiningacademic papers and 
an industry placement. 
 
Short term programmes involve groups of 
credit bearing or non credit bearing students 
who spend less than a semester at AUT. 
 


• Effectively use market research information 
and marketing tools. 


• Target potential source universities and 
educational agencies. 


• Develop and maintain effective liaison with 
external public and private stakeholders and 
partners. 


• Liaise with AUT internal stakeholders (e.g. 
Director Summer School, Faculty Deans) to 
identify opportunities for Short Term 
programmes. 


• Develop new programmes and increase 
student numbers by 10% annually. 


• Identify potential marketing opportunities. 


• Increase number of students enrolled in 
International Programmes. 


• Secure internship opportunities for students. 


• Ensure strong working relationships with 
internal stakeholders. 


• Identify potential internal marketing 
opportunities. 
 


2. Develop, promote, manage and monitor 
AUT study abroad 


 
The study abroad programme involves fee 
paying students from an overseas university 
who spend a semester or year at AUT 
University. 
 
 


▪ Market and recruit for the AUT study abroad 
programme. 


▪ Manage and develop external relationships 
with AUT’s existing and potential study 
abroad providers. 


▪ Develop special knowledge of agreed 
portfolio countries or regions. 


▪ Train and supervise staff to assist in the 
administration of study abroad students and 
the admission processes. 


▪ Development of an annual Study Abroad 
recruitment plan, including overall country 
specific enrolment targets, and key 
performance criteria. 


▪ Continue to increase the number of students 
participating in study abroad programmes 
by 10% annually. 


▪ Regular and accurate reports are provided. 
 







 


 


RESPONSIBILITY EXPECTED OUTCOMES 


3. Manage, monitor and administer the 
processing of loans through the US and 
Canadian Governments, ensuring 
compliance with financial aid 
regulations. 


 
US and Canadian Financial Aid provides 
opportunities to American and Canadian 
students to acquire home Government loans 
to pay for student fees at an overseas 
institution. 
 
 
 


▪ Ensure compliance with the US Department 
of Education and Canadian Provincial 
Government regulations. 


▪ Manage, oversee and carry out the 
application assessment process and all 
related processes. 


▪ Develop, revise and maintain on an ongoing 
basis best practice for governance of all 
areas of US Financial Aid at AUT. 


▪ Oversee the compliance audit within the 
required timeframe. 


▪ Train and supervise on a day to day basis the 
US Financial Aid administrative support 
person. 


▪ AUT is at all times compliant with US and 
Canadian regulations. 


▪ Loan applications are processed in a timely 
manner to ensure that students are eligible 
for enrolment. 


▪ Students and parents are informed and 
aware at all times. 


▪ AUT website is maintained with correct and 
relevant information. 


▪ Students are counselled and aware of 
processes, receipt of payments, active debt 
management. 


▪ AUT complies with audits undertaken. 


4. Develop, enable and manage 


partnerships relationships to recruit 


international students, thus assisting in 


ensuring AUT International meets 


international EFTS and financial targets. 


▪ Identify and promote the opportunities for 
faculties to partner with other universities.  


▪ Support faculties to manage, develop and 
monitor existing articulations arrangements. 


▪ Provide advice and expertise on the 
development of new pathway or articulation 
programmes 


▪ Develop and implement new initiatives, 
projects and programmes. 


AUT International Specific 
 
AUT International works across a range of international regions and cultures and requires all 
employees to actively develop their cultural understanding and sensitivity to further AUT’s progress 
in the development of its international profile, its international relationships, and to meet the 
requirements of international students.   
 


Behaviour delivering on AUT Values –  
Tika, Pono Aroha 
Integrity, Respect, and Compassion 
to support Achievement 
 
Active contribution to the general philosophy 
and spirit reflected in AUT policies, 
procedures, and guidelines. 


▪ Team performance and the achievement of 
departmental, team and organisational goals 
and objectives are actively supported 


▪ A mindful focus on equity and diversity is 
maintained and reflected across all areas of 
work practice 


▪ Knowledge and skills are developed and 
maintained for competent performance of the 
current position  







 


 


RESPONSIBILITY EXPECTED OUTCOMES 


▪ Compliance with AUT policy and procedures 
along with an active contribution to continuous 
improvement 


Health & Safety 
 
Active contribution to a safe and healthy 
work environment and compliance with all 
associated policy and legislation. 


▪ AUT health and safety policies and procedures 
are understood and followed 


▪ Identified hazards are efficiently isolated, 
addressed and reported 


▪ Participation in health and safety audits of 
work is proactive  


▪ An understanding of emergency and 
evacuation procedures demonstrated 


 
This document covers the full results expected from the position and will form the basis of specific 
objectives to be agreed and reviewed regularly. 
 
 
 
ORGANISATIONAL CONTEXT 
As per Delegated Authorities 
 


Roles reporting directly to the Vice Chancellor; Deputy Vice-Chancellor, Deans, Assistant 
Vice Chancellors, Pro-Vice-Chancellors 


Tier 1 


Senior Managers, including Deputy and Associate Deans, Heads of Schools, Group 
Directors, Directors 


Tier 2 


Managers including Directors, School Managers, Directors of Institutes/Research Centres  Tier 3 


This Role Tier 4 


 
Description 


This role forms part of a matrix model working closely with Brand and Marketing, Faculties and Student 
Services and Administration. 
 
COMPLEXITY 


The role of the International Division is to enhance the reputation and profile of the University 
internationally; build relationships with strategic partners overseas; and create opportunities to 
increase revenue whether through the recruitment of international students, revenue growth activities 
(RGA) activities or research contracts. 
 
Under broad direction from the Director International Relations and Recruitments, this position 
requires the exercise of considerable initiative to ensure the development and implementation of 
innovative, effective and responsive business and marketing plans. The Manager Learning Abroad, 
makes independent daily decisions on relations with overseas partners, prospective students and 
internal stakeholders. 
 
The role works across complex virtual structures to develop business development opportunities both 
in student numbers as well as other programmes to deliver on revenue growth targets.  Also develops 
and promotes student mobility opportunities for domestic students including exchange programmes. 
 
The role position requires a person to establish and maintain effective relationships with a wide range 
of people including academics, senior University staff and external stakeholders.   This requires highly 
developed negotiation skills, a high level of initiative, self direction and professionalism. 
 







 


 


The ability to lead and train staff against agreed criteria and to lead projects as required. Autonomy to 
develop and implement new initiatives, projects and programmes. 
 
 
AUTHORITIES 


Delegations/Contractual 


The role has the authority to enter into agreements or contracts on behalf of the organisation under 
the supervision and approval of the Director of International Relation. 
 
Staff 


One Staff  
 
Financial 


Authorised for reasonable expenditure from AUT International budget.  Approval required by Director 
International Relationships 
 
PERSON SPECIFICATION 
 


MANDATORY DESIRABLE 


  


FORMAL QUALIFICATIONS 


▪ Undergraduate qualification in business or 
international relations 


 


• MBA or postgraduate qualification in 
international  relations 


KNOWLEDGE & EXPERIENCE 


▪ Proven experience in Business Development  
and relationship management across multi-
cultural context 


▪ Extensive knowledge and experience of 
international education and university 
systems including pathways and student 
mobility 


▪ Knowledge and practice in the principles of 
equity and diversity 


▪ Advanced commercial acumen supported by 
strategic capability 


▪ Advanced knowledge of Study Abroad, 
Immigration NZ working knowledge. 


 


▪ Extensive experience working in the 
education sector with recruitment agents. 


▪ Extensive knowledge of AUT and what AUT 
can offer to deliver Great Graduates and 
support our graduates. 


SKILLS 


▪ Well-developed interpersonal skills and the 
ability to advise and influence others and 
work across a multi-cultural context 


▪ Excellent written and oral communication 
skills, in particular writing in English, working 
with the public and the ability to convey 
complex issues concisely and clearly 


▪ Excellent organisational skills, including the 
ability to organise events if required 


▪ High level of IT literacy, including desktop 
applications – MS software, databases and an 
understanding of digital communication 


▪ Self-management skills (organisation and 
time management) 


▪ Ability to work well within a team  


• Proficiency in one or more foreign languages 







 


 


▪ Strong analytical skills to provide proactive 
solutions to agents, students and the public 


▪ Crisis management skills 
▪ Strong intercultural skills 
▪ Ability to maintain confidentiality 
▪ Ability to establish rapport with international 


visitors and students 
▪ Ability to provide advisory services 
 


ATTRIBUTES 


▪ Cross-cultural competence 
▪ Willingness to travel if required and to work 


across time zones 
▪ Capacity to work as a team member across 


broad networks 
▪ Ability to work flexibly under conditions of 


resource constraint and to manage the 
uncertainty associated with a dynamic 
environment 


▪ Thinks strategically and creatively but be 
operationally effective with attention to 
detail 


 


 
 
 








 
 


POSITION DESCRIPTION 
  


TITLE OF POSITION 
Agent Management Coordinator 


SERVICE AREA 
AUT International 


REPORTS TO 
Recruitment Manager – Agent Partnerships  


LAST REVIEWED 
June 2020 


SALARY BAND 
Band B 


 
PURPOSE 


AUT International is currently within the portfolio of the PVC Research, Enterprise and International.  
There are various parts of AUT International as a whole; however, their physical locations may vary. 
AUT International performs a crucial role in developing the university's international profile, building 
international relations, and ensuring the effective delivery of the university’s International student 
recruitment targets.  To achieve these goals, AUT International has to work in a collaborative way across 
various parts of the university.  For this reason, it is essential that all positions within AUT International 
work very closely with Brand and Marketing, the Faculties, and Student Services to deliver on the 
international strategy (International Roadmap) and the International Recruitment Plan. 
 
The Agent Planning Coordinator acts as the primary point of contact for AUT agents and partners for 
admissions and compliance requirements. The role manages the agent database and processes the 
commissions accurately and efficiently in consultation with AUT Finance. 


 


KEY RELATIONSHIPS 


External Internal 
Agents 
Immigration NZ 
Government and Legislative bodies 
Education NZ 
Other key stakeholders 
 


Brand & Marketing 


Finance 


University Administration Office  


Web Centre 


International House 


Faculties 


AUT International 


 


KEY ACCOUNTABILITIES 


RESPONSIBILITY EXPECTED OUTCOMES 


Effectively administers the processes for 
managing AUT agents 


• Agents contracts are effective, well-managed 
and recorded. 


• Agents contracts are reviewed and, where 
appropriate, renewed or cancelled. 


• The agent database is accurately maintained. 


• Contact details of AUT authorised agents are 
maintained on the AUT Website. 


• AUT’s policies and processes meet the 
requirements of the Code of Practice. 


Communicates effectively with agents 
 


• Regular communication with agents is 
maintained, including prompt reponses to 







RESPONSIBILITY EXPECTED OUTCOMES 


agent queries about applications or payment 
of commission fees. 


• Agents are aware of their compliance 
responsibilities with the International Code of 
Practice.  


Maintain a culture of continuous 
improvement 
 


▪ Implement special projects, as required. 


▪ Identify and recommend improvements to 
make AUT’s policies and administrative 
processes more efficient and effective. 


▪ Identify and recommend enhancement to 
AUT’s on-going engagement with agents. 


AUT International Specific 
 
AUT International works across a range of international regions and cultures and requires all 
employees to actively develop their cultural understanding and sensitivity to further AUT’s progress 
in the development of its international profile, its international relationships, and to meet the 
requirements of international students.   
 


Behaviour delivering on AUT Values –  
Tika, Pono Aroha 
Integrity, Respect, and Compassion 
to support Achievement 
 
Active contribution to the general philosophy 
and spirit reflected in AUT policies, 
procedures, and guidelines. 


• Team performance and the achievement 
of departmental, team and organisational 
goals and objectives are actively 
supported 


• A mindful focus on equity and diversity is 
maintained and reflected across all areas 
of work practice 


• Knowledge and skills are developed and 
maintained for competent performance 
of the current position  


• Compliance with AUT policy and 
procedures along with an active 
contribution to continuous improvement 


Health & Safety 
 
Active contribution to a safe and healthy 
work environment and compliance with all 
associated policy and legislation. 


• AUT health and safety policies and 
procedures are understood and followed 


• Identified hazards are efficiently isolated, 
addressed and reported 


• Participation in health and safety audits 
of work is proactive  


• An understanding of emergency and 
evacuation procedures demonstrated 


 
This document covers the full results expected from the position and will form the basis of specific 
objectives to be agreed and reviewed regularly. 
 
 
 
 
 







ORGANISATIONAL CONTEXT 
 


Roles reporting directly to the Vice Chancellor; Deputy Vice-Chancellor, Deans, Assistant 
Vice Chancellors, Pro-Vice-Chancellors 


Tier 1 


Senior Managers, including Deputy and Associate Deans, Heads of Schools, Group 
Directors, Directors 


Tier 2 


Managers including Directors, School Managers, Directors of Institutes/Research Centres  Tier 3 


This Role Tier 5 


 
Description 


This role forms part of a matrix model working closely with Brand and Marketing, Faculties and Student 
Services and Administration. 
 
COMPLEXITY 


The role of the International Division is to enhance the reputation and profile of the University 
internationally; build relationships with strategic partners overseas; and create opportunities to 
increase revenue whether through the recruitment of international students, revenue growth activities 
(RGA) activities or research contracts. 
 
AUT International is responsible for international student recruitment for both the University, and 
student mobility both inbound and outbound.   
  


The role has the authority to make recommendations relating to the appointment of agents. All new 
appointments must have the final approval of the Director of International Relations and Recruitment.  


  
 
AUTHORITIES 
 
Delegations/Contractual  
 
As per delegated authority 
 
Staff 
 
Nil 
 
Financial 
 
As per delegated authority 
 
   







PERSON SPECIFICATION 
 


MANDATORY DESIRABLE 


  


FORMAL QUALIFICATIONS 


▪ Tertiary degree   
 


 


KNOWLEDGE & EXPERIENCE 


▪ Experienced in operational activities and 
accounts payable in a medium to large 
organisation  


▪ Demonstrated knowledge of databases 
 


▪ University or International Relations 
experience 


▪ Experience and understanding of working in 
English speaking universities and English as a 
second language universities, and 
experience in managing such relationships 
at different levels. 


 


SKILLS 


• Well-developed interpersonal skills and the 
ability to advise and influence others and 
work across a multi-cultural context 


• Excellent written and oral communication 
skills, in particular writing in English, working 
with the public and the ability to convey 
complex issues concisely and clearly 


• Excellent organisational skills, including the 
ability to organise events if required 


• High level of IT literacy, including desktop 
applications – MS software, databases and 
an understanding of digital communication 


• Self-management skills (organisation and 
time management) 


• Ability to work well within a team  


• Strong analytical skills to provide proactive 
solutions to agents, students and the public 


• Crisis management skills 


• Strong intercultural skills 


• Ability to maintain confidentiality 


• Ability to establish rapport with international 
visitors and students 


• Ability to provide advisory services 
 


• Proficiency in one or more foreign languages 


ATTRIBUTES 


• Cross-cultural competence 


• Willingness to travel as required and to work 
across time zones 


• Capacity to work as a team member across 
broad networks 


• Ability to work flexibly under conditions of 
resource constraint and to manage the 
uncertainty associated with a dynamic 
environment 


• Thinks strategically and creatively but be 
operationally effective with attention to 
detail 


 


 


 
 








 


 


 
 
 
 
 


POSITION DESCRIPTION 
  


TITLE OF POSITION 
Director AUT International  


SERVICE AREA 
AUT International 


REPORTS TO 
    PVC International  


LAST REVIEWED 
March 2021 


SALARY BAND 
IEA 


 
PURPOSE 


AUT International is currently within the portfolio of the PVC International.  AUT International performs 
a crucial role in developing the university's international profile, building international relations, and 
ensuring the effective delivery of the university’s International student recruitment targets.  To achieve 
these goals, AUT International has to work in a collaborative way across various parts of the university.  
For this reason, it is essential that all positions within AUT International work very closely with AUT 
Brand and Marketing, the Faculties, and Student Services to deliver on the international strategy 
(International Roadmap) and the International Recruitment Plan. 
 
This position has overall responsibility to manage AUT international to deliver on AUT strategic 
outcomes and growth targets as agreed with the PVC International. This position is also  responsibility  
for the development and monitoring of strategy development and working with AUT International 
Team in implementation for those plans. The position is responsible for the operational performance  
and financial budget of the function. 
 
Working in close partnership with the PVC International, the Director AUT International communicates 
on international issues and strategy throughout AUT in particular to the Deans in the Faculties and, 
works with the Chief Marketing Officer (CMO) and Group Director Student Services and Administration 
in international matters, specificly marketing and international student recruitment. 
 
This position is responsible for the overall direction, coordination and implementation of projects for 
AUT International at the direction of the PVC International. 
 
 
KEY RELATIONSHIPS 


External Internal 
International Students 
International Agents 
Immigration NZ 
Government and Legislative Agencies 
Education NZ 
Partner Institutions 
 
 
 


Vice Chancellors office 
AUT Staff 
CIO 
Brand & Marketing  
Marketing Managers 
Other areas of the University 
PVCs/Deans and Heads of School 
Head of Departments 
Other internal groups 
Regional Consultants 
AUT Security 
 
 
 
 
 
 
 


  







 


 


KEY ACCOUNTABILITIES 


RESPONSIBILITY  EXPECTED OUTCOMES 


Develop strategic roadmap on international 
recruitment achieving the international goals 
within AUT Directions  
Proactive leadership in the formulation of 
annual and long term recruitment plans and 
strategy for international students and 
associated relationships.  Monitoring and 
reviewing its implementation. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Idenfying new opportunities based on market 
insghts and trends  


▪ Provide expertise to the design and 
development international students 
regional marketing  and  recruitment 
strategy and  plans 


▪ Working collaboratively with 
Faculties and Brand and Marketing to 
develop the Regional Marketing and 
Recruitment Plans. 


▪ Supporting the implementation, 
monitoring and reporting on those 
plans 


▪ Deliver on international student 
recruitment targets 


▪ Support the development of the 
international experience for domestic 
students, including student mobility. 


▪ Support the internationalisation of 
curriculum  


▪ Identify and prioritize new 
international student recruitment 
opportunities and international 
projects, ensuring return on 
investment  


▪ Environmental scanning to identify 
changes to markets that could have 
both a positive or negative impact. 
Identify countries with development 
potential 


 
Monitor and Review AUT’s international 
performance 


▪  Monitor the team to deliver 
detailed reports and analysis of 
AUT’s performance by country,  
region, faculty and school. 
Identification of trends and areas of 
opportunity by country, region, 
faculty and school. 


Financial Management  
 
 
Manages the OPEX budget with the PVC 
International  to support strategic and 
operational developments 
 
Maintain an awareness and understanding of 
relevant AUT policies and procedures and 
provide input and feedback about the impact 
of AUT or policy. 
 


▪ In partnership with the PVC 
International, prepare the annual 
budget and business plan  


▪ OPEX budgets are managed in 
accordance with policies, regulations 
and legislation and meets budget 
targets 


▪ Operational budgets are managed 
effectively 







 


 


RESPONSIBILITY  EXPECTED OUTCOMES 


▪ Reporting requirements to the finance 
team and AUT Committees are met. 


 


Resource Management ▪ Ensure that all operational 
requirements, systems and processes 
are managed effectively 


Staff Management 
 


▪ Compliance with Human Resource 
policies and procedures as specified in 
the appropriate collective 
employment agreements. 


▪ Staff are recruited in accordance with 
University policy and procedures.  


▪ Direct reports complete My Annual 
Plans (MAPS) as required. 


▪ Clear performance objectives are 
developed, communicated and 
monitored to ensure direct reports 
are performing at a high level. 


▪ Success is acknowledged, and ongoing 
needs for improvement are assessed 
and addressed. 


▪ Direct reports work in accordance 
with policies, procedures and systems 
to ensure consistency and efficiency. 


▪ Team members have opportunities to 
contribute to the development of new 
initiatives and projects 


AUT International Specific 
 
AUT International works across a range of international regions and cultures and requires all 
employees to actively develop their cultural understanding and sensitivity to further AUT’s progress 
in the development of its international profile, its international relationships, and to meet the 
requirements of international students.   
 


Behaviour delivering on AUT Values –  
Tika, Pono Aroha 
Integrity, Respect, and Compassion 
to support Achievement 
 
Active contribution to the general philosophy 
and spirit reflected in AUT policies, 
procedures, and guidelines. 


▪ Team performance and the 
achievement of departmental, 
team and organisational goals and 
objectives are actively supported 


▪ A mindful focus on equity and 
diversity is maintained and 
reflected across all areas of work 
practice 


▪ Knowledge and skills are 
developed and maintained for 
competent performance of the 
current position  







 


 


RESPONSIBILITY  EXPECTED OUTCOMES 


▪ Compliance with AUT policy and 
procedures along with an active 
contribution to continuous 
improvement 


Health & Safety 
 
Active contribution to a safe and healthy 
work environment and compliance with all 
associated policy and legislation. 


▪ AUT health and safety policies and 
procedures are understood and 
followed 


▪ Identified hazards are efficiently 
isolated, addressed and reported 


▪ Participation in health and safety 
audits of work is proactive  


▪ An understanding of emergency 
and evacuation procedures 
demonstrated 


 
This document covers the full results expected from the position and will form the basis of specific 
objectives to be agreed and reviewed regularly. 
 
ORGANISATIONAL CONTEXT 
 


Roles reporting directly to the Vice Chancellor; Deputy Vice-Chancellor, Deans, Assistant 
Vice Chancellors, Pro-Vice-Chancellors 


Tier 1 


Senior Managers, including Deputy and Associate Deans, Heads of Schools, Group 
Directors, Directors 


Tier 2 


Managers including Directors, School Managers, Directors of Institutes/Research Centres  Tier 3 


This Role Tier 2 


 
 
COMPLEXITY 


The role of the International Division is to enhance the reputation and profile of the University 
internationally; build relationships with strategic partners overseas; and create opportunities to 
increase revenue whether through the recruitment of international students, revenue growth activities 
(RGA) activities or research contracts. 
 
This role operates within a highly complex organisation encompassing a variety of programmes and 
products across a diverse range of Faculties, Schools and supporting directorates. This role is 
responsible for the development and monitoring of strategy development for Regional Marketing and 
Recruitment Plans.   The delivery on strategy has a significant financial and reputational impact on AUT 
and future international relationships across the regions. 
 
The role is required to work collaboratively as part of a matrix structure with Deans, Marketing 
Managers and other key stakeholders both in AUT, NZ and internationally. 
 
Accurate reporting against strategy provides key information for AUT future budgeting and student 
growth targets. 
 
AUTHORITIES 


Delegations/Contractual 


The role has the authority to enter into agreements or contracts on behalf of the organisation under 
the supervision and approval of the Group Director AUT International. 
 







 


 


Staff 


Managing a team of 16 
 
Financial 


Authorised for reasonable expenditure from AUT International budget up to $25,000.  Approval 
required by PVC International  
 
PERSON SPECIFICATION 
 


MANDATORY DESIRABLE 


  


FORMAL QUALIFICATIONS 


▪ MBA or another postgraduate degree in 
strategy development, or business analysis  


 


•   


KNOWLEDGE & EXPERIENCE 


▪ Experience in International Relations, 
stakeholder management and strategy 
design 


▪ Experience in working with NZ Government 
departments including MFAT, ENZ, INZ. 


▪ Strategy development skills supported by 
implementation and monitoring experience  


▪ Proven experience in the management of 
complex virtual relationships and teams 


▪ Public speaking experience 
▪ Minimum of 15 years management 


experience 
▪ Leadership in assisting and dealing with 


people at all levels with a variety of problems 
and queries.  


▪ Knowledge and practice in the principles of 
equity and diversity 


 


▪ Extensive experience working in the 
education sector with international students. 


▪ Extensive knowledge of AUT and what AUT 
can offer to deliver Great Graduates and 
support our graduates. 


▪ Extensive experience in working across 
complex team structures 


▪ Extensive experience working within the 
foreign/international context 


▪ Knowledge of diplomatic and ministerial 
support services. 


 


SKILLS 


▪ Well-developed interpersonal skills and the 
ability to advise and influence others and 
work across a multi-cultural context 


▪ Excellent written and oral communication 
skills, in particular writing in English, working 
with the public and the ability to convey 
complex issues concisely and clearly 


▪ Excellent organisational skills, including the 
ability to organise events if required 


▪ Self-management skills (organisation and 
time management) 


▪ Ability to work well within a team  
▪ Strong analytical skills to provide proactive 


solutions to agents, students and the public 
▪ Crisis management skills 
▪ Strong intercultural skills 
▪ Ability to maintain confidentiality 
▪ Ability to provide advisory services 


• Proficiency in one or more foreign languages 


ATTRIBUTES 


▪ Cross-cultural competence 
▪ Willingness to travel if required and to work 


across time zones 


 







 


 


▪ Capacity to work as a team member across 
broad networks 


▪ Ability to work flexibly under conditions of 
resource constraint and to manage the 
uncertainty associated with a dynamic 
environment 


▪ Thinks strategically and creatively but be 
operationally effective with attention to 
detail 


 


 








 


 


 
 


 


 


POSITION DESCRIPTION 


TITLE OF POSITION 
Associate Director Operations and Partnerships  


SERVICE AREA 
AUT International 


REPORTS TO 
Director AUT International 


LAST REVIEWED 
March 2021 


SALARY BAND 
IEA  


 
PURPOSE 


AUT International is led by the PVC International and has responsibilities in international 
recruitment, marketing, relations, and partnerships.  AUT International work with the four 
academic faculties and relevant service divisions to provide central leadership and support 
for the implementation of international plans.   


 
Working closely with the International Director, Director International Relations and 


Recruitment, and Student Services and Admissions, this role supports the operational 


delivery of the planning of the International Office. The role will also support the 


relationships with Brand and Marketing Services including contributing to achievement of 


targets and the growth and reputation of the University.  You will ensure AUT’s recruitment 


countries are receiving appropriate promotional information about AUT to attract students 


and build AUT’s reputation abroad. Identifying changes in the marketing environment or 


changes in competitive strategies will be crucial to the success of this role. 


 


This position also oversees the Partnerships team, ensuring all current and future 


partnerships are aligned to the International Office, and the wider universities strategic 


goals.  


 


This role oversees the financial resource requirements for the International team.  This role 


works across the entire department as needed.   


 


 
KEY RELATIONSHIPS 


External Internal 
▪ Directors of New Zealand 


Government agencies, especially 
ENZ, MBIE, etc 


▪ Immigration NZ 
▪ Auckland Unlimited 
▪ Offshore university partners and 


senior leaders 
 


▪ The PVC International 
▪ Director International 
▪ Brand & Marketing Services teams 
▪ Student Services & Administration teams 
▪ AUT Directorates 
▪ Faculties and campus staff including 


Heads of Schools, Heads of Departments 
▪ Regional Managers 


 
 


 


 


 







 


 


KEY ACCOUNTABILITIES 


RESPONSIBILITY EXPECTED OUTCOMES 


Strategic Partnership Management 


 


▪ Manage successful delivery of offshore partnerships 


▪ Cost / benefit analysis of new potential partnerships, 
aligned with AUT’s partnership strategy 


▪ Develop and maintain AUT Internationals partnership 
strategy 


▪ Manage partnership team 


▪ Work with Research and Deans to develop strategic 
international research partnerships 


International Marketing Support 


 


▪ Internal networks are established and maintained and 
feedback on performance on a regular basis 


Support the Brand and Marketing 
Services team in coordinating the 
marketing and recruitment activities 
 
 


▪ Quality advice and assistance is provided on strategy 
and implementation of marketing initiatives  


▪ International plans and projects meet agreed goals 
and objectives and are professionally implemented  


Monitoring & Review 


Monitoring, review and maintenance of 
performance, and compliance with 
legislative requirements and University 
policy 


▪ Financial, operational and business KPIs are in place 
and monitored 


▪ Audit, legislative and quality control procedures are 
implemented and monitored 


Operations / Finance  ▪ Operational budgets related to marketing and 
operations are  managed effectively 


▪ Liaise with Legal and Finance in the development of 
contracts and agreements 


▪ Lead operational effectiveness improvements across 
AUT International 


▪ Reporting requirements to the finance team and AUT 
Committees are met 


▪ Systems and processes to support the work of AUT 
international are in place and effective  


Staff Management ▪ Direct reports complete My Annual Plans (MAPS) as 
required 


▪ Support the International Team to ensure operational 
effectiveness  


AUT Values –  
Tika, Pono me Aroha 
Integrity, Respect and Compassion 


Active contribution to the general 
philosophy and spirit reflected in AUT 
policies, procedures and guidelines. 


▪ Team performance and the achievement of 
departmental, team and organisational goals and 
objectives are actively supported 


▪ A mindful focus on equity and diversity is maintained 
and reflected across all areas of work practice 


▪ Knowledge and skills are developed and maintained 
for a minimum competent performance of current 
position  


▪ Compliance with AUT policy and procedures is 
maintained along with active contribution to 
continuous improvement 


Health & Safety ▪ AUT health and safety policies and procedures are 
understood and followed 







 


 


RESPONSIBILITY EXPECTED OUTCOMES 


Active contribution to the maintenance 
of a safe and healthy work environment 


▪ Identified hazards are efficiently and effectively 
addressed 


▪ Participation in health and safety audits of work is 
proactive  


▪ An understanding of emergency and evacuation 
procedures is demonstrated 


This document covers the broad results expected from the position and will form the basis of specific 
objectives to be agreed and reviewed regularly 


 
ORGANISATIONAL CONTEXT 
As per Delegated Authorities 
 


Roles reporting directly to the Vice Chancellor; Deputy Vice Chancellor, Deans, General 
Managers, Pro Vice-Chancellors 


Tier 1 


Senior Managers including Deputy and Associate Deans, Heads of Schools, Group 
Directors, Directors 


Tier 2 


Managers including Directors, School Managers, Directors of Institutes/Research Centre. Tier3 


Current Position Tier 3 


 
 
COMPLEXITY 


The incumbent builds strong relationships with internal and external stakeholders, influencing key 


suppliers and progressing International marketing strategies.  The role requires the ability to research 


and critically analyse data, identify opportunities and, using sound judgment, disseminate information 


effectively through appropriate channels. 


This role operates within a highly complex organisation encompassing a variety of programmes and 


products across a diverse range of Faculties, Schools and supporting directorates. The role itself 


operates in collaboration with the Group Director Brand and Marketing in the development and 


implementation of the regional recruitment strategies while managing a range of functions which 


significantly impact student outcomes and the reputation of the University.  


The incumbent needs to be a positive, confident individual who works well as part of a team., delivers 


on commitment to the highest standards, be adept at managing a variety of stakeholders and exhibit a 


good understanding and appreciation of other cultures.  


 


AUTHORITIES 
 
Delegations/Contractual 
 
The role has the authority to enter into agreements or contracts on behalf of the organisation under 
the supervision and approval of the PVC International. 
 
Staff 
Minimum of a team of three 
 
Financial 
 
Authorised for reasonable expenditure from AUT International budget up to $15,000. Approval 
required by PVC International.  


  







 


 


PERSON SPECIFICATION 
 


MANDATORY DESIRABLE 
  


FORMAL QUALIFICATIONS 


▪ A tertiary degree  
 


 


KNOWLEDGE & EXPERIENCE 


▪ 10 years minimum experience in international 
higher education, preferably at University level 


▪ Experience in developing and implementing 
effective and innovative plans and campaigns in an 
international setting 


▪ Experience in managing offshore relations (staff, 
contractors, university partners, etc.) in a university 
setting 


▪ Experience or understanding of operating in the 
Higher Education sector nationally and 
internationally and the constraints/sensitivities 
surrounding this 


▪ Demonstrable people management experience 
▪ Evidence of planning, preparing and implementing 


plans  
▪ Experience of developing and working in a target 


and outcomes focused environment including 
evaluating return on investment 


▪ Knowledge and understanding of the Treaty of 
Waitangi 


▪ Knowledge and practice in the principles of equity 
and diversity 


 


 


SKILLS 


▪ Effective time management skills 
▪ Developed interpersonal and communications 
▪ Excellent communication skills– ability to 


communicate to stakeholders in a professional 
manner 


▪ Ability to build and use effective external networks 
including in international, marketing and other key 
audience areas 


▪ Excellent oral and written communication skills, 
including report writing and presenting to a variety of 
audiences 


▪ Evidence of ability to effect cultural change 
▪ Planning, budgeting and forecasting skills 
 


 


ATTRIBUTES 


▪ Solution orientated 
▪ Adaptable and change oriented 
▪ Empathetic to all levels and cultures present in the 


organisation and community 
 


 


 





