
 

Awhi Rito / Peer Tutor Coordinator, August 2022 
 

 

Awhi Rito / Peer Tutor Coordinator (Part-time, Fixed term) 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Reports to:     Assistant Manager, Library and 

Learning Services  

Location: Tāmaki Makaurau, Auckland 

Directorate:     Student Experience and Success   

Te aronga o te tūranga: Purpose of position  

• To lead and facilitate the peer tutoring programme at MIT including liasing with academic staff, and 
recruiting, coordinating and supervising students leaders in alignment with MIT’s strategic goals and 
vision for its learners.   

 
Āu haepapa: Accountabilities 
 
1. Peer Tutor Programme Coordination 

 

Key responsibilities include:  

 

• Liaise with priority academic programmes to identify areas of need and high-demand where the 

greatest difference for academic improvement could be made.  

• Recruit, train and develop peer tutoring programmes and promote to students, services and 

academic staff across MIT.  

• Develop and update Peer Tutor training modules and include assessment and on-line monitoring 

resources to support the student to peer-tutoring relationship.  

• Encourage and develop a Peer Tutor recruitment and training plan to encourage academic staff 

support, referrals and input.  

Ka timata i konei; Hīkina te kounga ō tōu umanga kia puāwai. Ki te whai tūranga koe i konei, ka tū koe 

hei tangata ngākau titikaha mō a tātou ākonga kia puta, kia angitū hoki ai rātou ki roto i tēnei ao. Ka 

ākingia hoki koe kia tipu i āu ake pūkenga-takitahi, me āu pūkenga-ngaio. I konei, ka whakatinana koe i 

ngā mātāpono o Te Whare Takiura nei, arā, kia matapoporetia te Pono, Te Manaakitanga, Te Hononga 

tētahi ki tētahi, me Te Hiranga. Mā konei i Te Whare Takiura o Te Manukanuka o Hoturoa ka taea te ao o 

te takitahi, me te ao whānui te panoni. 
 

Change starts here; transform your career and make a difference 

When you work for MIT you become a member of an innovative and passionate team, dedicated to 

getting students into great jobs. You will be encouraged to learn and grow, both as an individual and as a 

professional. You will live and breathe our Values: We are Real, Manaakitanga, We are Connected and 

We are Excellent. A career at MIT gives you the opportunity to transform lives and communities. 
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Business Analyst Timetabling – May 2022 
 

Business Analyst - Timetabling 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Reports to:     Team Leader Timetabling Location: Tāmaki Makaurau, Auckland 

Directorate:     International and Projects Support   

Te aronga o te tūranga: Purpose of position  
 
The role of Business Analyst Timetabling will be to support the Team Leader Timetabling and  provide 

business analysis for optimising MITs Timetable System and associated space utilisation. This role  is to assist 

with the optimisation of timetabling activities, systems and processes by providing Timetabling data 

analysis, developing and improving Timetabling procedures, systems and actively managing targets, 

benchmarks and effective reporting. The role requires to extract data and present meaningful reports to 

identify any issues or inconsistencies, making recommendations for resolution and optimising our assets.  

Strong system and data understanding and focus on delivery, along with stakeholder engagement and 

relationship management capability is crucial.    

Āu haepapa: Accountabilities 
 
Scheduling/Timetabling  

• Support the Team Leader in providing central co-ordination of MIT’s timetabling to ensure MIT’s 
resources are being used efficiently as possible.  

• Ensure effective rooms/spaces/resource allocation according to established criteria relating to timing, 
group size, frequency, furniture, equipment and specialist use.  

Ka timata i konei; Hīkina te kounga ō tōu umanga kia puāwai. Ki te whai tūranga koe i konei, ka tū koe 

hei tangata ngākau titikaha mō a tātou ākonga kia puta, kia angitū hoki ai rātou ki roto i tēnei ao. Ka 

ākingia hoki koe kia tipu i āu ake pūkenga-takitahi, me āu pūkenga-ngaio. I konei, ka whakatinana koe i 

ngā mātāpono o Te Whare Takiura nei, arā, kia matapoporetia te Pono, Te Manaakitanga, Te Hononga 

tētahi ki tētahi, me Te Hiranga. Mā konei i Te Whare Takiura o Te Manukanuka o Hoturoa ka taea te ao o 

te takitahi, me te ao whānui te panoni. 
 

Change starts here; transform your career and make a difference 

When you work for MIT you become a member of an innovative and passionate team, dedicated to 

getting students into great jobs. You will be encouraged to learn and grow, both as an individual and as a 

professional. You will live and breathe our Values: We are Real, Manaakitanga, We are Connected and 

We are Excellent. A career at MIT gives you the opportunity to transform lives and communities. 
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Campus Administrator IT  – June 2022 

Campus Administrator, ITO 
t   

 

 

 

 

 

 

 

 

 

 

Reports to:  
MIT Tech Park Campus, 
Administration Team Leader  

Location: Tāmaki Makaurau, Auckland 

Directorate: 
Academic Operations: MIT Tech 
Park Campus - Engineering and 
Trades  

Te aronga o te tūranga: Purpose of position 
To, at all times, act in the best interest of the School and MIT Tech Park Campus. MIT Tech Park Campus relies 
on team work and as such, all staff is expected to actively support each other, demonstrate reliability, 
communicate constructively, listen actively, functions as an active participant, shares openly and willingly, 
cooperates and pitches in to help, exhibits flexibility, shows commitment to the team, works as a 
problemsolver and treats others in a respectful and supportive manner, the ability and willingness to cross 
skill and cover off in times of high demand, and to assist other team members when and if required. It is 
expected that you will at all times, act in the best interests of MIT. Accountabilities:  

Āu haepapa: Accountabilities 
This position/job description is intended to outline the general nature of the work and may include other 
duties that the employer may lawfully and reasonably require the employee to perform. It is not an exhaustive 
list of the responsibilities, duties, tasks, etc. of the position. 

Administration: General Tasks 

1.1 Ensure we meet our key accountabilities, objectives, deliverables and all administrative requirements 
to fulfil our obligations to the Institute and MIT Tech Park Campus we support. 
1.2 Ensure the effective coordination of ITO courses offered by MIT Tech Park Campus through the  
implementation and maintenance of academic regulations, policies, procedures and systems in  

Ka timata i konei; Hīkina te kounga ō tōu umanga kia puāwai. Ki te whai tūranga koe i konei, ka tū koe 

hei tangata ngākau titikaha mō a tātou ākonga kia puta, kia angitū hoki ai rātou ki roto i tēnei ao. Ka 

ākingia hoki koe kia tipu i āu ake pūkenga-takitahi, me āu pūkenga-ngaio. I konei, ka whakatinana koe i 

ngā mātāpono o Te Whare Takiura nei, arā, kia matapoporetia te Pono, Te Manaakitanga, Te Hononga 

tētahi ki tētahi, me Te Hiranga. Mā konei i Te Whare Takiura o Te Manukanuka o Hoturoa ka taea te ao o 

te takitahi, me te ao whānui te panoni. 

Change starts here; transform your career and make a difference 

When you work for MIT you become a member of an innovative and passionate team, dedicated to 

getting students into great jobs. You will be encouraged to learn and grow, both as an individual and as a 

professional. You will live and breathe our Values: We are Real, Manaakitanga, We are Connected and 

We are Excellent. A career at MIT gives you the opportunity to transform lives and communities. 
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Campus Operations Coordinator – March 2022 
 

Campus Operations Coordinator 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Reports to:     General Manager Location: Tāmaki Makaurau, Auckland 

Directorate:     Academic   

Te aronga o te tūranga: Purpose of position  
 
This role is responsible for ensuring the campus runs smoothly including rostering, timetabling and having 

the right resources in the right place at the right time for the right person.  Manages all facilities liaison to 

ensure the safe and effective running of the campus.  

Āu haepapa: Accountabilities 
 
Operational Planning  
 

• Prepare an annual campus operational plan in collaboration with the General Manager and 
Directors/Heads of Practice that identified key programmes of work to be completed, resources to be 
engaged and outcomes to be achieved  

• Support the execution of the plan and report progress regularly  
 

Business Processes  

• Ensure staff are aware of the requirements of new or amended business processes and that steps are put 
in place to support any change  

Ka timata i konei; Hīkina te kounga ō tōu umanga kia puāwai. Ki te whai tūranga koe i konei, ka tū koe 

hei tangata ngākau titikaha mō a tātou ākonga kia puta, kia angitū hoki ai rātou ki roto i tēnei ao. Ka 

ākingia hoki koe kia tipu i āu ake pūkenga-takitahi, me āu pūkenga-ngaio. I konei, ka whakatinana koe i 

ngā mātāpono o Te Whare Takiura nei, arā, kia matapoporetia te Pono, Te Manaakitanga, Te Hononga 

tētahi ki tētahi, me Te Hiranga. Mā konei i Te Whare Takiura o Te Manukanuka o Hoturoa ka taea te ao o 

te takitahi, me te ao whānui te panoni. 
 

Change starts here; transform your career and make a difference 

When you work for MIT you become a member of an innovative and passionate team, dedicated to 

getting students into great jobs. You will be encouraged to learn and grow, both as an individual and as a 

professional. You will live and breathe our Values: We are Real, Manaakitanga, We are Connected and 

We are Excellent. A career at MIT gives you the opportunity to transform lives and communities. 
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Catering Cook – January 2022 
 

Catering Cook 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Reports to:     Catering Manager Location: Tāmaki Makaurau, Auckland 

Directorate:     Catering and Cafe   

Te aronga o te tūranga: Purpose of position  
 

• Create and prepare healthy and affordable food for students and staff on Campus. 

• Design and plan the weekly menu according to trends. 

• Ensure the standard and quality of food presentation and the hygiene is maintained at the highest 

level. 

• Manage kitchen stock, monitor food cost, maintain and manage food’s profit margin. 

Āu haepapa: Accountabilities 
 
Kitchen Operations 

• Assist MIT Catering Manager to develop and cost requisitions and input into ordering system. 

• Develop requisitions and ordering of food items. 

• Ensure kitchen service areas are clean, tidy and presentable to customers at all times. 

• Ensure kitchens meet and exceed health & safety and hygiene requirements on a daily basis. 

• Proactively seek feedback from customers in how to improve products and services. 

• Ensure all products are stored correctly in an acceptable time frame to ensure food safety practices are 
met. 

Ka timata i konei; Hīkina te kounga ō tōu umanga kia puāwai. Ki te whai tūranga koe i konei, ka tū koe 

hei tangata ngākau titikaha mō a tātou ākonga kia puta, kia angitū hoki ai rātou ki roto i tēnei ao. Ka 

ākingia hoki koe kia tipu i āu ake pūkenga-takitahi, me āu pūkenga-ngaio. I konei, ka whakatinana koe i 

ngā mātāpono o Te Whare Takiura nei, arā, kia matapoporetia te Pono, Te Manaakitanga, Te Hononga 

tētahi ki tētahi, me Te Hiranga. Mā konei i Te Whare Takiura o Te Manukanuka o Hoturoa ka taea te ao o 

te takitahi, me te ao whānui te panoni. 
 

Change starts here; transform your career and make a difference 

When you work for MIT you become a member of an innovative and passionate team, dedicated to 

getting students into great jobs. You will be encouraged to learn and grow, both as an individual and as a 

professional. You will live and breathe our Values: We are Real, Manaakitanga, We are Connected and 

We are Excellent. A career at MIT gives you the opportunity to transform lives and communities. 
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Chef -Early Childrens Education Centre July 2022  
 

 

Chef -Childrens Education Centre  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Reports to:     Manager Childcare Education 

Centre  

Location: Tāmaki Makaurau, Auckland 

Directorate:     Learner Experience and Success    

Te aronga o te tūranga: Purpose of position  
 
To produce healthy and nutritious meals which include: morning tea, lunch, afternoon tea, and to make 
available crackers/biscuits for late snack at 4.00pm.   
To be responsible for maintaining processes, procedures, checks, documentation and records as required 
under the National Programme 2 according to the Ministry of Primary Industries for Kitchen Registration and 
verification. 
 
Āu haepapa: Accountabilities 

 
1, To provide healthy and nutritious meals.   
 

Key Tasks 
 
1.1 Plans menus and orders product requirements within budget guidelines. 

 
1.2 Ensure meals are ready for children at set times and to also provide food for centre 

events. Food temperatures documented 
 

Ka timata i konei; Hīkina te kounga ō tōu umanga kia puāwai. Ki te whai tūranga koe i konei, ka tū koe 

hei tangata ngākau titikaha mō a tātou ākonga kia puta, kia angitū hoki ai rātou ki roto i tēnei ao. Ka 

ākingia hoki koe kia tipu i āu ake pūkenga-takitahi, me āu pūkenga-ngaio. I konei, ka whakatinana koe i 

ngā mātāpono o Te Whare Takiura nei, arā, kia matapoporetia te Pono, Te Manaakitanga, Te Hononga 

tētahi ki tētahi, me Te Hiranga. Mā konei i Te Whare Takiura o Te Manukanuka o Hoturoa ka taea te ao o 

te takitahi, me te ao whānui te panoni. 
 

Change starts here; transform your career and make a difference 

When you work for MIT you become a member of an innovative and passionate team, dedicated to 

getting students into great jobs. You will be encouraged to learn and grow, both as an individual and as a 

professional. You will live and breathe our Values: We are Real, Manaakitanga, We are Connected and 

We are Excellent. A career at MIT gives you the opportunity to transform lives and communities. 
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Clinical Learning Suite Manager – January 2022 

 

Clinical Learning Suite Manager 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Reports to:     Head of School - Nursing Location: Tāmaki Makaurau, Auckland 

Directorate:     School of Nursing   

Te aronga o te tūranga: Purpose of position  
 
To provide logistical support within the School of Nursing to ensure that teaching delivery outcomes are met 

for Nursing students. This role works as an interdisciplinary team member that aims to support the 

implementation of successful and innovative practical learning experiences for MIT Nursing students and will 

be integral in maintaining the clinical learning area as high caliber service of the school. 

Āu haepapa: Accountabilities 
 
Main responsibilities 
To provide administrative and technical support to the teaching of programmes offered by the School of 
Nursing. These include BHSc (Nursing), BHSc (Pacific), BHSc (Māori), Diploma of Enrolled Nursing (DEN) and 
Competence Assessment Programme (CAP).  
 
Key Tasks  
- Manage and provide leadership in the Clinical Learning Suite. 
- Establish and maintain external relationships with key stakeholders/suppliers. 
- Procurement of supplies and inventory. 
- Idenifity appropriate products for use including obtaining multiple quotes. 
- Forecasting of Clinical Learning suite usage. 

Ka timata i konei; Hīkina te kounga ō tōu umanga kia puāwai. Ki te whai tūranga koe i konei, ka tū koe 

hei tangata ngākau titikaha mō a tātou ākonga kia puta, kia angitū hoki ai rātou ki roto i tēnei ao. Ka 

ākingia hoki koe kia tipu i āu ake pūkenga-takitahi, me āu pūkenga-ngaio. I konei, ka whakatinana koe i 

ngā mātāpono o Te Whare Takiura nei, arā, kia matapoporetia te Pono, Te Manaakitanga, Te Hononga 

tētahi ki tētahi, me Te Hiranga. Mā konei i Te Whare Takiura o Te Manukanuka o Hoturoa ka taea te ao o 

te takitahi, me te ao whānui te panoni. 
 

Change starts here; transform your career and make a difference 

When you work for MIT you become a member of an innovative and passionate team, dedicated to 

getting students into great jobs. You will be encouraged to learn and grow, both as an individual and as a 

professional. You will live and breathe our Values: We are Real, Manaakitanga, We are Connected and 

We are Excellent. A career at MIT gives you the opportunity to transform lives and communities. 
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Job Title  Page 1 of 5 July 2014 

 

 
 
 
 
 
 
 

Reports to:    

Counselling Team 

Leader 
 

Location: 
Health Centre  

Directorate:    
Student Support 

services  
 

Grade/Band: 
TBC 

 

Purpose of position:  

To  engage with young students through the provision of accessible and youth friendly counselling 
services helping them to identify and resolve issues that affect their learning, study and quality of 
life at MIT. 

 

Accountabilities: 

1.0 COUNSELLING 
Key Tasks 

 To provide clinic based and outreach counselling support services to all MIT students’ with focus on 
youth within academic and student life environments. 

 To provide timely services to support development of skills/resources in young students. 

 Facilitate personal development groups (e.g. conflict resolution) in conjunction with teaching and 
student services staff. 

 Organise debriefing sessions after incidents of stress. 

 Act in a consultative role where ‘at risk’ students are involved 

 Commit to developing and maintaining bi-cultural competence in accordance with the principles of 
the Treaty of Waitangi. Include support persons (family, whanau and friends) when appropriate to 
the benefit of the client. 

 Arrange referrals where appropriate. 
 
2.0 ADMINISTRATION AND CO-ORDINATION OF COUNSELLING SERVICE 

Key Tasks 

 Maintain service delivery in accordance with relevant legislation, e.g. Privacy Act, Professional Codes 
of Practice. 

 Keep and maintain adequate clinical records ensuring confidential storage. 

Change starts here; transform your career and make a difference 
When you work for MIT you become a member of an innovative and passionate team, 

dedicated to getting students into great jobs. You will be encouraged to learn and grow, both 
as an individual and as a professional. You will live and breathe our Values: We are Real, 
Manaakitanga, We are Connected and We are Excellent. A career at MIT gives you the 

opportunity to transform lives and communities. 

 
 

Counsellor   
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 Contribute to the administration of the section, including the preparation of health promotion 
policies, goals and evaluation procedures. 

 Contribute toward the smooth running of the Health Centre e.g. answering telephone and reception 
enquiries, attendance at staff meetings. 

 Maintain Health and Counselling Centre standards for external communication e.g. correspondence, 
newsletters etc. 

3.0 LIAISON AND CONSULTATION 
Key Tasks 

 Network with teaching and student services staff to identify counselling and personal development 
needs of all students with focus on young students. 

 Maintain collegial network – cross referrals, consultation and collegial support  

 Take a pro-active role in maintaining a presence on campus; be involved with student orientation 
and campus activities.. 

 Attend relevant interest groups on campus regarding student health and welfare. 

 Act as consultant and resource person for the MIT community regarding the health and wellbeing 
needs of young students  

 Liaise with external agencies as required for client care in accordance with MIT policies  

 Assist with staff development and training in areas of counsellor’s expertise. 
 

4.0 PROFESSIONAL DEVELOPMENT 
Key Tasks 

 Maintain regular clinical supervision  

 Maintain membership of relevant professional association  

 Maintain professional development by attendance at relevant training workshop and conferences; 
report back on same. 

 Maintain links with tertiary counselling network. 
 

 
Health & Safety 
You are to take reasonable care for your own safety and ensure no actions or in-actions on your part 
compromise the safety of others.  You are expected to actively encourage and participate in MIT’s health 
and safety culture by complying with MIT health and safety policies, processes, and procedures as well as 
following any reasonable instruction related to health and safety. 
 

Te Tiriti O Waitangi 
Take all practical steps to create and maintain a culturally sensitive working environment for staff, students 
and other persons within the Faculty.  Attend training about the Te Tiriti O Waitangi and/or biculturalism if 
required. 

 
Organisational obligations  

 Provide professional and ethical behaviour in your actions by ensuring compliance with external 
legislation and industry standards, and alignment with MIT’s The Way We Work and MIT Values. 

 As an employee of MIT you are required to familiarise yourself with and comply with all organisation 
policies and procedures.  

 MIT’s reputation is enhanced within industry and the community by all that you do 

 Promote activities and initiatives that assist MIT achieve its vision and mission 
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The above statements are intended to describe the general nature and level of work being performed.  They 

are not intended to be construed as an exhaustive list of all responsibilities, duties and skills required of the 

position and the incumbent 

 
MIT Values 
Our Values highlight what’s important and how we like to get things done at MIT.  They span the beliefs, 
principles and attitudes that make up the spirit of our organisation.  Our Values are: 
 
WE ARE REAL 
We admire people who are genuine and honest. Down to earth people who reflect the way we like to teach, 
with practical, hands-on learning that leads to real skills for real jobs in the real world. 
We are genuine, honest and down to earth. 
 
MANAAKITANGA 
We genuinely care for others. So we make people feel welcome through kindness, understanding and 
respect. We make them feel appreciated by acknowledging their contributions. All of which creates an 
environment where achievement can be nurtured. 
We care for others to nurture achievement. 
 
WE ARE CONNECTED 
We build valuable partnerships with industries, businesses and individuals, where knowledge is shared and 
created without silos, fences or egos. When others talk, we really listen. We’re open and approachable. 
Because we want our networks to be strong and our relationships to be genuine and long-lasting. 
We are well connected, open and approachable. 
 
WE ARE EXCELLENT 
To help people become the best they can be, we aim higher in everything we do. So we push boundaries 
and exceed expectations. It’s the way we achieve great results and the reason we get to celebrate success. 
We get great results and celebrate success. 

 

Job Dimensions: 

FINANCIAL AUTHORITY: n/a 
 
BUDGET SIZE:   n/a 
 
REVENUE: n/a 
 
STUDENT EFTS:   xx 
 
FTE:    xx 

 

Direct Reports:  

N/a 
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Relationships: 

 
Internal: External: 

Health Centre Manager, Nurses (3), Doctors( 2) 
Counsellors (3)  and Admin staff (2)  

Mental Health Community Agencies  

Student Support Services Mental health Services - CMDHB 

Faculty Deans, Academic staff and Faculty admin 
Staff 

 
Professional Associations 

  

 

Experience & Qualifications: 

 Show evidence of qualifications and experience relevant to the position of Counsellor with Youth 
Focus. Minimum of Bachelors qualification in counselling, or psychotherapy. 

 Show evidence of working with Maori and Pacific Island communities and clients. 

 Have ability to engage positively and work in a multidisciplinary health team.   

 Have proven oral and writing skills, an ability to communicate ideas clearly and concisely, and have 
effective interpersonal communication skills.  

 Provide evidence that he/she is accepted and respected by others and is able to work effectively and 
constructively as part of a team. 

 Demonstrate organisation skills to enable effective and flexible use of time. 

 Have facilitation/mediation skills. 
 . 

Attributes and Competencies 
 
 Have an understanding of themselves that allows them to maintain a high level of self-esteem, to 

accept their strengths and weaknesses, their success and failures.  They be emotionally stable, self-
confident, reliable, self-motivated, resilient and trusting of others. 

 Desire and ability to engage and work with Youth.  

 Be sensitive to the needs and feelings of others.  This must include an acknowledgement of and 
respect for differences stemming from culture, gender, age, disability and/or sexual orientation. 

 Demonstrate a commitment to and able to work within the obligations inherent in the Ti Tiriti o 
Waitangi 

 A robust a sense of humour. 

 Be able to play an active part in institute life. 
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Competencies:    

 Inspiring Others: using interpersonal styles and methods that inspire and guide individuals toward 
higher levels of performance; modifying behaviour to accommodate tasks, situations and individuals 
involved. 

 Team Work: Works collaboratively with all members of the multidisciplinary team, providing input, 
support and encouragement  

 

 Outward Looking Orientation: keeping MIT’s purpose, values, students, customers, stakeholders and 
external environment at the forefront of your relationships, decision making and actions. 

 Student Commitment: an active commitment to students’ aspirations, learning and achievements. 

 Accountability: Drive for results and commitment to delivery. 

 Building a Successful Team: uses appropriate methods and a flexible interpersonal style to help build a 
cohesive team. 

 Decisiveness: formulates clear decision criteria, makes sound decisions and commits to and implements 
or initiates action promptly. 

 Facilitating Change: the ability to encourage others to seek opportunities for different and innovative 
approaches to addressing problems and opportunities. 

 Impact and Influence: the ability to persuade, convince and influence others. 
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Creative Specialist – April 2022 

Creative Specialist 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Reports to:     Creative Strategy Manager Location: Tāmaki Makaurau, Auckland 

Directorate:     Student Journey   

Te aronga o te tūranga: Purpose of position  
Purpose of Student Journey Directorate  
Attract, engage and retain students by positioning MIT as the tertiary education provider of choice in South 

Auckland. Ensure the student’s journey through MIT delivers on their expectations and gets them into great 

jobs, creating advocates for MIT.  

Purpose of Marketing Team  
Lead marketing to attract as many students and industry partners as possible to MIT and understand and 

support the best possible student experience across the student journey.   

 
Purpose of Position  
The position provides a range of creative solutions that reflect the MIT brand and products, assisting in all 

documentation, design and pre-production activities.  

  

 Āu haepapa: Accountabilities 

Creative Solutions  

• To competently apply design skills to produce a range of high quality promotional material.  

Ka timata i konei; Hīkina te kounga ō tōu umanga kia puāwai. Ki te whai tūranga koe i konei, ka tū koe 

hei tangata ngākau titikaha mō a tātou ākonga kia puta, kia angitū hoki ai rātou ki roto i tēnei ao. Ka 

ākingia hoki koe kia tipu i āu ake pūkenga-takitahi, me āu pūkenga-ngaio. I konei, ka whakatinana koe i 

ngā mātāpono o Te Whare Takiura nei, arā, kia matapoporetia te Pono, Te Manaakitanga, Te Hononga 

tētahi ki tētahi, me Te Hiranga. Mā konei i Te Whare Takiura o Te Manukanuka o Hoturoa ka taea te ao o 

te takitahi, me te ao whānui te panoni. 
 

Change starts here; transform your career and make a difference 

When you work for MIT you become a member of an innovative and passionate team, dedicated to 

getting students into great jobs. You will be encouraged to learn and grow, both as an individual and as a 

professional. You will live and breathe our Values: We are Real, Manaakitanga, We are Connected and 

We are Excellent. A career at MIT gives you the opportunity to transform lives and communities. 
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CRM Application Support – March 2022 
 

CRM Application Support  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Reports to:     SMS Team Leader Location: Tāmaki Makaurau, Auckland 

Directorate:     Academic Services   

Te aronga o te tūranga: Purpose of position  
 
The CRM Application Support will be a resource that will provide support for all aspects of CRM. The role will 

be a combination of administration, support, business analysis and development. 

Āu haepapa: Accountabilities 
 
Business process management and reporting 
These responsibilities extend to Salesforce, Form Assembly and Identity Connect, as well as any other 

peripheral software as required: 

• Monitor and control current sales, marketing and customer experience business processes 

• Maintain business process documentation, ensuring all MIT users have access to all documentation 

• Create and maintain reporting requests and dashboards 

• With the help of the relevant teams and roles, create and execute roadmap for CRM to improve 
usefulness within the institute across to strategic priorities 

• Identify continuous improvement requirements for data quality for CRM 

• Project management and testing - coordinate communication to Institute testers concerning release 
scheduling and manage testing cycle 

• Organise and facilitate training as required 

• Plan the direction, development and configuration of the CRM across the year 

Ka timata i konei; Hīkina te kounga ō tōu umanga kia puāwai. Ki te whai tūranga koe i konei, ka tū koe 

hei tangata ngākau titikaha mō a tātou ākonga kia puta, kia angitū hoki ai rātou ki roto i tēnei ao. Ka 

ākingia hoki koe kia tipu i āu ake pūkenga-takitahi, me āu pūkenga-ngaio. I konei, ka whakatinana koe i 

ngā mātāpono o Te Whare Takiura nei, arā, kia matapoporetia te Pono, Te Manaakitanga, Te Hononga 

tētahi ki tētahi, me Te Hiranga. Mā konei i Te Whare Takiura o Te Manukanuka o Hoturoa ka taea te ao o 

te takitahi, me te ao whānui te panoni. 
 

Change starts here; transform your career and make a difference 

When you work for MIT you become a member of an innovative and passionate team, dedicated to 

getting students into great jobs. You will be encouraged to learn and grow, both as an individual and as a 

professional. You will live and breathe our Values: We are Real, Manaakitanga, We are Connected and 

We are Excellent. A career at MIT gives you the opportunity to transform lives and communities. 
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Customer Service Library Assistant – January 2022 
 

Customer Service Library Assistant 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Reports to:     Assistant Manager, Library and 

Learning Services 

Location: Tāmaki Makaurau, Auckland 

Directorate:     Learner Experience and Success   

Te aronga o te tūranga: Purpose of position  
 
The Library and Learning Services provides a range of services, resources and expertise that supports 

students’ learning and teaching. This position enhances learner experience and success by providing 

exceptional front facing customer service on our Lending Services desks.   

Āu haepapa: Accountabilities 
 
Information and customer services 

• Support the creation and maintenance of a welcoming and supporting learning environment for students 
and visitors 

• Provide excellent customer service to all students and staff at MIT  

• Participate in the planning, delivery and promotion of library services 

• Answer first response information enquiries, both face-to-face and online including searching the library 
databases and other online resources 

• Triage more complex enquiries as appropriate 

• Assist with student technical computer and printing problems  

• Maintain good communications within the team and with other Library and Learning Services staff 

• Library opening and closing responsibilities as required 

Ka timata i konei; Hīkina te kounga ō tōu umanga kia puāwai. Ki te whai tūranga koe i konei, ka tū koe 

hei tangata ngākau titikaha mō a tātou ākonga kia puta, kia angitū hoki ai rātou ki roto i tēnei ao. Ka 

ākingia hoki koe kia tipu i āu ake pūkenga-takitahi, me āu pūkenga-ngaio. I konei, ka whakatinana koe i 

ngā mātāpono o Te Whare Takiura nei, arā, kia matapoporetia te Pono, Te Manaakitanga, Te Hononga 

tētahi ki tētahi, me Te Hiranga. Mā konei i Te Whare Takiura o Te Manukanuka o Hoturoa ka taea te ao o 

te takitahi, me te ao whānui te panoni. 
 

Change starts here; transform your career and make a difference 

When you work for MIT you become a member of an innovative and passionate team, dedicated to 

getting students into great jobs. You will be encouraged to learn and grow, both as an individual and as a 

professional. You will live and breathe our Values: We are Real, Manaakitanga, We are Connected and 

We are Excellent. A career at MIT gives you the opportunity to transform lives and communities. 
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