
 
 
 
 
 
 
 
 
 
 

HR Administrator – January 2022 
 

HR Administrator 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Reports to:     Director, People & Culture Location: Tāmaki Makaurau, Auckland 

Directorate:     People & Culture    

Te aronga o te tūranga: Purpose of position  
 
Reporting to the Director, People and Culture this position is the first point of contact for People and Culture 

related matters.  The role will be responsible for providing administration support to the People and Culture 

Team.  This role is varied in the nature of its work and no two days are alike.  The role will support the whole 

People and Culture Team, including: 

• Culture and Development team 

• HR Business Partnering Team 

• Talent Team 

• The People Experience Team  

• Safety and Wellbeing Team 

• People and Culture Leadership Team 
 
This role is critical to the People and Culture team as one day it might be organising training, the next 
helping the People Experience Team with employment agreements, or maybe assisting with the setup of our 
Powhiri or inductions. Or you may be assisting the talent team with references or the HR Business Partners 
with employment documentation or Safety and Wellbeing with reporting.  The role also provides admin 
support like travel booking and expenses for the whole team and meeting management for the Director, 

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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HR Business Partner – September,2022  
 

 

HR Business Partner  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Reports to:     HR Business Partnering Manager  Location: Tāmaki Makaurau, Auckland 

Directorate:     People and Culture    

Te aronga o te tūranga: Purpose of position  
 

• To lead and drive the People & Culture strategy for the business within a specified portfolio of clients; 

across the full spectrum of HR and working with the specialist and support functions as required 

• To build organisational capability to drive improved business performance and higher levels of 

engagement 

• To create insight, influence the people leaders and drive a culture of accountability for results 

• Work closely with business managers to continually analyse, prioritise and respond proactively to the 

needs of the business 

• At times, direct the work of peers and colleagues to deliver milestones and goals associated with the 

delivery of support and initiatives to the business 

 
 
 
 
 

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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Infrastruceture Engineer May 2022 
 

 

Infrastructure Engineer   
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Reports to:     Infrastructure Manager  Location: Tāmaki Makaurau, Auckland 

Directorate:     Technology Services    

Te aronga o te tūranga: Purpose of position  
Manage, monitor, support, document & report the Infrastructure Systems and specifically Microsoft 

systems/applications environments leveraged by Technology Services and supporting computing platforms, 

including Data Centres and cloud services. Ensure such services are meeting the requirements of the expected 

service levels and end user community by continually monitoring, reviewing and improving where required. 

Provide 3rd level support for problem determination. Assist Solutions Architect in evaluating new 

products/services and ensure those new/changed services are transitioned into production in an acceptable 

& professional manner.  

Enterprise Wide Microsoft Services and supporting infrastructure are defined as; 

The Institute’s Productivity suite both inhouse and cloud for teaching and learning and administration work 

is based on Microsoft Systems and Services. These include middleware software and application layer, storage 

and virtualised infrastructure, windows application software such as Active Directory, Exchange, SharePoint, 

Skype for Business and Windows Servers. Enterprise Services such as email and calendar and filesharing  

 
 
 
 

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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Insights Analyst 
 

Reports to: Executive Director, 
ConCOVE 

Location: Tech Park, Manukau 

 
Directorate: 

 
ConCOVE Type: 

 

 

 

ConCOVE (hosted by MIT) was launched in 2020 and is tasked by the Tertiary Education Commission (TEC) to engage 
with the New Zealand construction and infrastructure sector to understand their workforce needs. Once these are 
understood, ConCOVE will then recommend vocational education tools and training to address these needs. Areas 
of particular focus are entry, diversity, disruption, career progression, and sustainability. 

Purpose of position: 

The purpose of this position is to discover, interpret, engage and visualise the compelling story behind the data to 
inform and support strategic decision making and the direction of ConCOVE projects. The role will support reporting 
to the Board, the vocational education sector, and key stakeholders in relation to insights learned from those we 
engage to support our work. In particular the Insights Analyst will provide analytical support for the ConCOVE 
programme of activity, including key projects and initiatives, including a range of national and international surveys, 
administrative data and other available data. It is expected this role will bridge the language of industry and the 
language of data science to unlock insights from the datasets and put findings into context. Supplier engagement 
and relationship management capability is also important. 

Key deliverables summary: 

1. Conduct data analytics on research projects and assess data relating to impact measures and outcomes. 

2. Utilising a range of accessible and external data sources to inform future-focused intelligence. 

3. Interpreting and representing data to support decision making across the ConCOVE programme of work and 
reporting both internally and externally as required. 

4. Knowledge of Mātaraunga Māori evaluation methodologies, priorities and perspectives and walking in Māori 
data worlds. 

5. Knowledge of Pacific evaluation methodologies, priorities and perspectives and walking in Pacific data worlds.  

 

Accountabilities: 

Project and programme reporting 

a. Support ConCOVE programme delivery through direct data support to Portfolio Managers, Deputy and Executive 

Director. 

b. Establish centralised and co-ordinated approach to data storage and maintain integrity of data. 

c. Plan, monitor and report on project and programme progress, including supporting reporting on impact 

measures. 
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Data analysis and problem solving 

a. Sources and uses relevant information and data effectively to identify problems and offer sustainable solutions. 

b. Uses logic and common sense principles to understand problems and identify solutions. 

c. Integrates and analyses information to identify underlying causes of problems. 

d. Knows when and how to source additional information to support considered decisions. 

e. Analysis of related industry trends, via monitoring and measurement.  

Relationship management 

a. Develop and maintain proactive relationships with internal and any external stakeholders to ensure that their 

needs for information, its analysis, interpretation, and presentation are met.  

Continuous improvement and innovation  

a. Improve the efficiency and quality of ConCOVE data framework, content and reporting to identify and create 

new opportunities.  

b. Challenge the status quo to identify improvement or innovative opportunities.  

c. Apply and use process improvement and project methodologies for the identification, analysis and delivery of 

improvement of the ConCOVE programme of work.  

Delivering results  

a. Plans effectively, takes accountability for delivering on expectations, and reports regularly as required by 

ConCOVE team. 

b. Defines parameters, processes, and resource requirements for successful delivery of the ConCOVE programme 

of work.  

c. Balances achievement of results and appropriate adjustment of planning to deliver sound data analysis. 

Organisational obligations 

a. Contribute to evolving the business through personal role delivery and effective teamwork. 

b. Commit to operating within ConCOVE and MIT methodologies and policies. 

c. Promote a safe and healthy workplace by undertaking responsibilities as outlined in MIT’s health and safety 

policy and procedures.  

d. ConCOVE’s reputation is enhanced within industry and the community by all that you do. 

e. Promote activities and initiatives that assist ConCOVE achieve its vision and mission. 

 

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. 
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Relationships 
 

Internal:  External: 

- ConCOVE team 
- ConCOVE Board (via Executive Director) 
- MIT (Te Pūkenga) staff 
- Industry advisory groups (Māori, Pacific and 

Women’s) 

- Research partners 
- Industry stakeholders 
- Vocational education and training (VET) 

providers (Wānanga, PTEs, Universities, Te 
Pūkenga, Schools) 

- Related Workforce Development Councils 
(WDC) 

- Technical / academic advisory group 
- Māori stakeholders 
- Colleagues in other COVEs 

 
 
 

Experience and skills: 

• A solid background in data analytics and or statistics 

• Strong science-based communication skills 

• Able to effectively use R, SQL, Python and/or SAS. 

• Experience working in the IDI is desirable 

• An ability to translate and effectively communicate new and emerging ideas into evidence-based analysis 

• A demonstrated ability to think conceptually 

• An affinity for working collaboratively with internal customers and other stakeholders to determine needs, 
obtain information and develop approaches 

• An eye for detail, taking pride in the accuracy of your work and offering robust and constructive peer review to 
colleagues  

• Understanding of tikanga Māori  

• An understanding of, and experience in, Mātaraunga Māori evaluation methodologies, priorities and 
perspectives  

• Knowledge of Pacific evaluation methodologies, priorities and perspectives and walking in Pacific data worlds.  

• Experience in government welcomed. 

 
Core competencies 

• Passion for data and data equity 

• Innovative  

• Strategically agile 

• Strong team player, collaborative and supportive 

• Accountable and results-oriented 

• Manages expectations and accepts accountability for deadlines, budgets, and outcomes. 
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MIT Specific Information 
 

Health & Safety: 

• You are expected to promote and develop an ongoing, proactive, health and safety culture amongst those 
working within your area of responsibility by ensuring best practice occurs as stated in MIT policies, 
processes and procedures. 

• 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: 

MIT has a clear commitment to the advancement of Mātauranga Māori, Te Tiriti o Waitangi and the application of 
Ako (Māori pedagogy). MIT is deliberate in the use and reference to ‘Te Tiriti o Waitangi’ as it is an acknowledgement 
of the valued Māori language version of The Treaty of Waitangi. 

Te Tiriti o Waitangi is one of the key guiding documents for education in Aotearoa, New Zealand. It guarantees equal 
consideration, protection of taonga Māori, and partnership between the Crown and the Māori signatories. The 
Education and Training Act 2020, states that NZIST (of which MIT is a wholly-owned subsidiary) “must operate in a 
way that allows it to develop meaningful partnerships with Māori employers and 
communities and to reflect Māori-Crown partnerships to ensure that its governance, management, and operations 
give effect to Te Tiriti o Waitangi and to respond to the needs of, and improve outcomes for, Māori learners, 
whānau, hapū, and iwi” (Part 1, clause 9(1)(g))1. 

 

All MIT staff are expected to: 

• Build and have an understanding of the value and principles of Te Tiriti o Waitangi and how this can be 
applied to support educational success for Māori; and 

• Ensure that the staff are aware of their responsibilities to apply the values and principles of Te Tiriti o 
Waitangi in support of a bicultural environment. 

• All team members to champion and support MIT’s commitment to Te Tiriti o Waitangi and to demonstrate 
through your behaviour and actions support for MIT as a culturally responsive environment for all learners, 
staff and other persons within your area of responsibility. 

• All team members to attend Te Tiriti o Waitangi and for Biculturalism in Aotearoa New Zealand training 
opportunities. Where appropriate team members are to be actively engaged in MIT Te Tiriti o Waitangi 
professional development training. 

 

                                                           

1 Education and Training Act 2020, (Version as at 28 Oct 2021). Retrieved from 

https://www.legislation.govt.nz/act/public/2020/0038/latest/LMS170676.html. 
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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. lt’s the way we achieve great results and the reason we get to celebrate success. 

We get great results and celebrate success. 
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Kaitakawaenga Māori Schools Liaison – May 2022 
 

 

Kaitakawaenga / Māori Liaison  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Reports to:     Relations Manager/DCE Maori Location: Tāmaki Makaurau, Auckland 

Directorate:     Māori Education Office – Te Tari 

Mātauranga Māori  

Band: 8  

 

 

Te aronga o te tūranga: Purpose of position  
 

• To increase the numbers of Māori studying at Manukau Institute of Technology (MIT) 

• To provide up-to-date accurate information and advice on Manukau Institute of Technology (MIT) and 

its programmes to key schools and communities, thereby encouraging the recruitment of new 

students to MIT, with an emphasis on Māori.  

• To work with Māori communities, organisations, e.g. Marae groups, Urban Maori Authorities, PTE’s, 
Māori business enterprises, government agencies etc, to assist Māori to embrace education and 
encourage their enrolment into programmes and courses at MIT. 

• To be another conduit in growing our Te Reo Programmes and being familiar with MIT’s 
programmes to offer to our Maori Communities, Schools and Manawhenua groups 

• To support the operations of Te Tari Matauranga Maori 

 
Āu haepapa: Accountabilities 
 
Student Recruitment  

Ka timata te huringa  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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Learning & Development Consultant – February 2022 
 

Learning & Development Consultant 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Reports to:     Culture & Development Manager Location: Tāmaki Makaurau, Auckland 

Directorate:     People & Culture   

Te aronga o te tūranga: Purpose of position  
Contribute to the development and delivery of a range of Organisation Development (OD) programmes and 
initiatives designed to achieve the organisation’s strategic goal to Be a Great Place to Work.   Work on a wide 
range of initiatives related to employee engagement, learning & development, leadership development, 
employee onboarding, and rewards & recognition.  
 
Āu haepapa: Accountabilities 
 
Deliver OD Services 

• Contribute to the development and implementation of OD activities, in collaboration with the Culture & 
Development Manager.  

• Provide project management support, coordination and administration services for OD initiatives.  

• Coordinate the delivery of events, workshops and programmes. 

• Co-create and maintain training materials for People & Culture systems and leadership development. 
Facilitate and deliver training sessions.  

• Co-create the development of processes and frameworks to measure and report on the effectiveness of 
OD interventions. 

• Support the coordination of employee feedback surveys. Provide coaching and training to leaders on the 
survey tool, responding to feedback and creating meaningful action plans.   

• Assist with the coordination, development and implementation of learning initiatives. 

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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Marketing Specialist 
 
 
 
 
 
 
 
Reports to:     Senior Marketing Manager  Location:   South Auckland 
Directorate:     Student Journey     Grade/Band:   
 

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 
To work with the Senior Marketing Manager to drive key student journey marketing communication 
planning and campaign execution across acquisition and product promotions. 
 
Accountabilities 
Marketing Planning 
a) Working alongside the Senior Marketing Manager and Campuses to develop marketing plans in line with 

the MIT business plan, student experience and meeting Campus revenue targets.  
b) Plan out the marketing communications activity calendar including brand and acquisition activities as 

required by the Senior Marketing Manager. 
c) Ensure marketing and discipline specific communications initiatives/campaigns/projects are executed in 

line with budgets and organisational policies. 
d) Provide Marketing communication planning and execution services to Campuses and International 

Marketing team. 
e) Work with the External Engagement team to create collateral and provide support for initiatives. 
f) Ensure that all product information and collateral is engaging and up to date, copy writing and 

developing user journeys where necessary. 
 
Marketing Acquisition 
Under the guidance of the Senior Marketing Manager: 
a) Develop and manage brand and acquisition marketing campaigns to support the MIT business plan and 

the goal of meeting the MIT targets, copy writing, story boarding and wire framing where necessary. 
b) Drive channel selection strategy, including the booking of media. 
c) Supports market and competitor analysis including proposals for counter actions. 
d) Plan and execute campaign user journey and lead capture and conversion strategies. 
e) Write great, insight rich and specific briefs. 

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 

the success and aspirations of students. You will be encouraged to learn and grow, both as an 
individual and as a professional; and to achieve excellence in everything you do. A career at MIT 

gives you the opportunity to transform lives and communities. 
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July 2021: Job Description – Marketing Specialist  P a g e  | 2 

f) Brief the Creative team on campaign requirements including creative, media and timelines. 
g) Project manage marketing campaigns, photo and video shoots where required. 
h) Ensure effective development and execution of activity across all media and channels, including above, 

below and through the line. 
i) Undertake other marketing activities as required that support the student experience. 
j) Obtain and demonstrate sound knowledge of MIT courses and programmes. 
k) Develop and maintain strong working relationships with MIT media agency and internal stakeholders. 
l) Manage all allocated budgets and expenditure, including forecasting and campaign expenditure. 
m) Supported by the wider Marketing team and other relevant roles/organisations, monitor campaign 

response and advertising effectiveness and adapting campaigns in flight where possible. Ensure a post 
implementation review is completed and learnings captured for each campaign. 

 
Event Management  
Work alongside the relevant teams to guide the development of revenue generating events. 
 
Brand and Content Champion 
a) Work alongside the Senior Marketing Manager to determine an annual brand plan and ensure MIT’s 

brand positioning and promise is effective to a range of diverse target markets. 
b) Work with teams across MIT to ensure MIT’s brand is adequately presented at events and via 

sponsorship agreements. 
c) Ensure there’s a shared ownership & articulation of MIT brand externally and internally.  
d) Create and drive initiatives that support the delivery of the brand positioning.  
e) Support Senior Marketing Manager to educate and drive brand understanding, support and alignment 

throughout MIT. 
f) Ensure the content on MIT collateral and other websites is accurate and appealing to the target 

audience. 
g) To carry out other duties which may reasonably be required by the Senior Marketing Manager.  
 
Project and Account Management 
a) Oversee the end to end planning and execution of relevant marketing and customer projects 
b) Account management of assigned internal business units 
 
Team Culture 
a) Strive to live all of MIT’s values 
b) Be open to mentorship by senior staff 
c) Always offer constructive criticism and seek solutions to problems and issues. Equally, be open to 

receiving constructive criticism. 
d) Keep up to date with latest marketing thinking and industry knowledge.  
e) Help recognise sources of conflict and act to resolve them 
f) Be compassionate, respectful and bold in calling out unprofessional or disrespectful behaviour  
g) Contribute effectively to the wider institute working collaboratively with others within the directorate 

and across MIT. 
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Project management 
When required to make advancements within the Marketing area, the Marketing Specialist is required to 
take methodical project management steps, including: 
a) Creating and executing a project plan 
b) Producing documentation and training where required 
c) Maintaining the project budget 
d) Engaging with relevant stakeholders 
e) Ensuring the project is in line with the marketing and overall MIT strategy 
f) Tested by end users as required 
  
Policy 
a) Work with the team to achieve its strategic direction and goals through the communication of the MIT 

strategies. 
b) Escalate all breaches of policy and anomalies to the Senior Marketing Manager for discussion and 

resolution.  
c) Ensure legal issues of copyright and other related provisions are strictly adhered to.  
d) To carry out other duties which may reasonably be required by the Senior Marketing Manager. 
 
Compliance 
a) Provide professional and ethical behaviour in your actions by ensuring compliance with external 

legislation, industry standards and internal operating policies and procedures relevant to the position. 
b) Ensures leadership and management of Health and Safety practices & policy within area of 

responsibility. 
c) Recognises and works in a way that is consistent with our Treaty of Waitangi partnership commitments. 
d) To carry out other duties which may reasonably be required by the Senior Marketing Manager. 

 
Health & Safety 
You are expected to promote and develop an ongoing, proactive, health and safety culture amongst those 
working within your area of responsibility by ensuring best practice occurs as stated in MIT policies, processes 
and procedures. 
 
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 
MIT has a clear commitment to the advancement of Mātauranga Māori, Te Tiriti o Waitangi and the 
application of Ako (Māori pedagogy).  MIT is deliberate in the use and reference to ‘Te Tiriti o Waitangi’ as it 
is an acknowledgement of the valued Māori language version of The Treaty of Waitangi. 
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Te Tiriti o Waitangi is one of the key guiding documents for education in Aotearoa, New Zealand.  It guarantees 
equal consideration, protection of taonga Māori, and partnership between the Crown and the Māori 
signatories.  The Education Act 1989, identifies that one of the duties of each TEI council, in the performance 
and functions and the exercise of its powers (s181), is to acknowledge the principles of Te Tiriti o Waitangi. 
 
All MIT staff are expected to: 
● Build and have an understanding of the value and principles of Te Tiriti o Waitangi and how this can be 

applied to support educational success for Māori; and 
● Ensure that the staff are aware of their responsibilities to apply the values and principles of Te Tiriti o 

Waitangi in support of a bicultural environment. 
 
All team members to champion and support MIT’s commitment to Te Tiriti o Waitangi and to  demonstrate 
through your behaviour and actions support for MIT as a culturally responsive environment for all students, 
staff and other persons within your area of responsibility.  
 
All team members to attend Te Tiriti o Waitangi and/or Biculturalism in Aotearoa New Zealand training 
opportunities.  Where appropriate team members are to be actively engaged in MIT Te Tiriti o Waitangi 
professional development training.  
 
Organisational obligations  
a) 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. 
b) As an employee of MIT you are required to familiarise yourself with and comply with all organisation 

policies and procedures.  
c) MIT’s reputation is enhanced within industry and the community by all that you do 
d) Promote activities and initiatives that assist MIT achieve its vision and mission 
 
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 
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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 
DIRECT REPORTS:  n/a 
 
Relationships: 

Internal: External: 
Executive Leaderships team Student body, voice and council 
The rest of the Marketing team Professional bodies 
Other service centres Specialist consultants and suppliers 
Academic staff Industry groups and peers 
 Individual contractors 
 Media agencies 
 Other tertiary organizations 

 

Experience 
• At least 3 years marketing experience.  
 
Experience in the following is essential:  
• Delivering campaigns to hard deadlines.  
• Demonstrate outstanding communication skills both verbal and written  
• Quickly develop and maintain strong working relationships across all levels of an organisation as 

well as external stakeholders.  
• Confident in having difficult conversations and resolving conflict quickly with internal and external 

staff.  
• Expert knowledge of all forms of media.  
• Computer skills (MS Word, Excel, PowerPoint)  
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• Ability to be flexible and initiative.  
 
Qualifications 
Tertiary marketing qualification preferred  
 
Competencies 
Job Specific  
• A passion for the value of education and for making a positive contribution to people’s lives.  
• Able to communicate and effectively build relationships with a wide range of ages, ethnic groups, 

industry/professions/groups and suppliers.  
• Knowledge of the marketing campaign creation and execution process.  
• Good understanding of how to communicate to target audiences through traditional and digital 

channels.  
• Identify and interested in new marketing and digital technology and media.  
• Good understanding of media production.  
• Knowledge of developing brand frameworks and campaigns.  
• Comfortable with risk taking to try new untested ideas.  
• Ability to understand and adapt to new technologies quickly.  
• An eye for detail.  
• Knowledge of marketing fundamentals and frameworks.  
• Strong English language skills.  
• Sound reasoning, critical thinking, problem solving and decision making skills.  
• Demonstrated continuous improvement approach.  
• Project management.  
 
Core  
• Effective communicator – able to listen to and understand others.  
• Ability to drive projects and work as part of a team.  
• Able to develop and maintain strong professional working relationships with all areas of the 

business.  
• Able to manage multiple and conflicting priorities in a fast paced environment and meet strict 

deadlines.  
• Ability to help develop a positive team culture, which see customer service as key  
• Acts ethically and with integrity.  
• Maintains positive and constructive outlook.  
• Negotiates and persuades effectively at all levels of the organisation.  
• Drives alignment with clients, partners, and stakeholders.  
• Ownership of opportunities and issues, finding solutions, initiative to make things happen.  
• Display sound business judgment and decision making capability.  
• Understands applicable laws, regulations, and government requirements and their impact on the 

business.  
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Marketing Specialist – July 2022 

 

Marketing Specialist 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Reports to:     Senior Marketing Manager Location: Tāmaki Makaurau, Auckland 

Directorate:     Student Journey    

Purpose of Marketing Team  

Lead marketing to attract as many students as possible to MIT and understand and support the best possible 

student experience across the student journey.   

 
Te aronga o te tūranga: Purpose of Position  
To work with the Senior Marketing Manager to drive key student journey marketing communication planning 

and campaign execution across acquisition and product promotions.  

Āu haepapa: Accountabilities 
 
 
Marketing Planning  

• Working alongside the Senior Marketing Manager and Campuses to develop marketing plans in line with 
the MIT business plan, student experience and meeting Campus revenue targets.   

• Plan out the marketing communications activity calendar including brand and acquisition activities as 
required by the Senior Marketing Manager.  

• Ensure marketing and discipline specific communications initiatives/campaigns/projects are executed in 
line with budgets and organisational policies.  

• Provide Marketing communication planning and execution services to Campuses and International 
Marketing team.  

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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Mātauranga Māori Kaiako & Programmes Co-ordinator – Dec 2022 

 

Mātauranga Māori Kaiako & Programmes Co-ordinator  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Reports to:     Director Māori Education (DME) Location: Tāmaki Makaurau, Auckland 

Directorate:     Te Tari Mātauranga Māori: The 

Māori Education Office 

 
 

Purpose of Position  
Te aronga o te tūranga 
To establish and maintain the highest standard of teaching and an effective learning environment for students 

at Manukau Institute of Technology through the advancement of Mātauranga Māori, Te Tiriti o Waitangi, the 

application of ako, and the revitalization of te reo Māori. 

To establish and maintain the highest standard of industry networks and relationships. This role will involve 

facilitation and maintenance of positive internal and external relationships with those supporting the student 

learning journey. 

To lead the development and coordination of TTMM academic documents and to coordinate the delivery of 

TTMM programmes and courses including PAD documents.  

To lead the review, assessment, and evaluation of TTMM academic programmes and reporting processes 

including MIT committee reporting and meeting programme moderation requirements.   

To meet key performance requirements as set by the DME.  

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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Pathways Manager – February 2022 
 

Pathways Manager 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Reports to:     Head of Secondary Tertiary 

Pathways 

Location: Tāmaki Makaurau, Auckland 

Directorate:     Academic   

Te aronga o te tūranga: Purpose of position  
 

o Day-to- Day management of the MIT Trades Academy and other Secondary / Tertiary pathways 
o Contribute to the implementation of MIT’s pathways strategy. 
o Maintain highly effective relationships internally, regionally and nationally with key stakeholders in 

secondary schools, government, business, industry, local bodies and community to maximise MIT’s 
secondary / tertiary pathways strategy outcomes. 

o Liaise with MIT schools to ensure the planned provision of Trades Academy funded delivery is 
maximised. 

o Coordinates required reporting to MOE within given timelines 
 
Āu haepapa: Accountabilities 
 
Delivery Strategy – implements MIT’s pathways strategy 
 

a) Co-ordinates the Trades Academy delivery plan developed with departments, in consultation with 
internal and external stakeholders. 

b) Ensures alignment of Pathways and Transition programmes development, delivery and stakeholder 
expectations. 

c) Investigates and champions new delivery mechanisms for pathways and transitions. 

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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Payroll Administrator – January 2022 
 

Payroll Administrator 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Reports to:     Payroll Services Manager Location: Tāmaki Makaurau, Auckland 

Directorate:     Strategy & Support Services   

Te aronga o te tūranga: Purpose of position  
 
This position is responsible for providing a customer focused payroll function that ensures the effective, 
accurate and efficient delivery of payroll, in a timely manner and in accordance with their employment 
agreements and legislation.  This role is varied by the nature of work.  It is responsible for all payroll 
administration and coordination duties and will require proactive work attributes and the ability to think on 
your feet and prioritise work.  
In addition when not required for the payroll administration function this position will provide support to 
the general finance team including debtor administration, internal control checks, reconciliation and backup 
as required. 
 
 
Āu haepapa: Accountabilities 
 
Payroll Administration 
 
A proactive team member with attention to detail and a high level of accuracy, you will be responsible for all 
facets of payroll administration including (but not limited to): 

• Ensure that pay runs occur in accordance with fortnightly cycle requirements and pays are correct 

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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