
 
 
 
 
 
 
 
 
 
 

SMS Application Support – May 2022 
 

SMS Application Support 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

Directorate:     Academic Operations   

Te aronga o te tūranga: Purpose of position  
 
This position is part of a small team of professionals whose role it is to manage the technical support and 

development of the Student Management Systems (SMS) in operation at Manukau Institute of Technology 

(MIT).  The position provides daily support to all SMS users across the institute in all the application 

environments. 

Āu haepapa: Accountabilities 
 
Systems Administration 
Maintaining SMS data integrity at all times, under the direction of the SMS Team Leader: 

• Assist in supporting two client applications (Central and Timetabling) 

• Assist in supporting two web-based applications (Tutor and Student Portals) 

• Assist with making changes to data reference tables, application settings and screen management 
configurations, and maintain these as directed.    

• Ensure that security structures and settings within SMS (including groups) are maintained, raising with 
the SMS Team Leader any areas of weak or ill-defined security settings discovered as part of your work. 

• Arrange a database refresh of non-production environments on an agreed schedule, maintaining a 
running record of the dates and software version in each. 

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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SMS Application Support – November 2022  
 

SMS Application Support 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

Directorate:     Academic Operations     

Te aronga o te tūranga: Purpose of position  
 
This position is part of a small team of professionals whose role it is to manage the technical support and 

development of the Student Management Systems (SMS) in operation at Manukau Institute of Technology 

(MIT).  The position provides daily support to all SMS users across the institute in all the application 

environments. 

 
Āu haepapa: Accountabilities 
 
Systems Administration 
Maintaining SMS data integrity at all times, under the direction of the SMS Team Leader: 

• Assist in supporting two client applications (Central and Timetabling) 

• Assist in supporting two web-based applications (Tutor and Student Portals) 

• Assist with making changes to data reference tables, application settings and screen management 
configurations, and maintain these as directed.    

• Ensure that security structures and settings within SMS (including groups) are maintained, raising with 
the SMS Team Leader any areas of weak or ill-defined security settings discovered as part of your work. 

• Arrange a database refresh of non-production environments on an agreed schedule, maintaining a 
running record of the dates and software version in each. 

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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Store Coordinator-  May 2022  
 

Store Coordinator  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Reports to:     Campus Cooridnation Manager  Location: Tāmaki Makaurau, Auckland 

Directorate:     Schools and Peformance, Tech Park 

Campus   

 
 

Te aronga o te tūranga: Purpose of position  
Managing workflow of maintenance schedules, deliveries and stock levels for the TechPark Store. Ensure 

accurate documentation, labelling, palletisation and presentation of product is adhered to. To be responsible 

for movement and storage of product. Unload and load trucks whilst monitor key performance indicators 

such as movements, damage and DIFOT (Delivery In Full On Time). Ensure the store, workshops & equipment 

is cleaned to standard. Liaise with Property and Campus Services to ensure Maintenance Schedule is prepared 

and completed monthly.  

Āu haepapa: Accountabilities 
 

• Be responsible for stock levels, receiving and checking deliveries 

• Ensure all stock is stored in the correct manner 

• Collect, receive, store and issue items and returns from the storeroom 

• Work with the Procurement Administrator to ensure correct stock ordering  

• Liaise with suppliers and handle queries relating to delivery and stock discrepancies 

• Keep a record of and report any frequent shortages or spare items 

• Keep inventory management systems up to date 

• Liaise with the Technicians in regards to regular stock takes of Lockout station and First Aid Kits 

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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Student Advocacy and Appeals Advisor – November 2022  
 

 

Student Advocacy and Appeals Advisor  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Reports to:     
Head of Student 

Experience and Success  
Location: Tāmaki Makaurau, Auckland 

Directorate:     Student Experience and Success 

  

Grade Band”  
 

Purpose of Position  
Te aronga o te tūranga 
To provide advocacy advice, intervention support and process guidance to students and staff that will assist 

with resolving concerns and complaints. 

To effectively manage and report on appeal applications for submission to the Chief Executive Officer, 

Executive Leadership Team members and Campus General Managers. 

To support the Institute to develop and implement policies that are conducive to the wellbeing and success 

of students and deliver information sessions or workshops to support adoption and implementation. 

To contribute to the development and delivery of communication and engagement strategies that support 

and enhance the student experience, achievement, wellbeing and success among a diverse student 

population. 

 

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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Position Title: Student Life Coordinator – July 2022 
 

 

Position Title : Student Life Coordinator 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Reports to:     Student Life Manager Location: Tāmaki Makaurau, Auckland 

Directorate:     Learner Experience and Success   

Te aronga o te tūranga: Purpose of position  
 
The Student Life Coordinator role is to: 

To develop and coordinate the planning and delivery of student engagement activities, events and 

communication strategies across campuses and institute-wide that support and enhance the student voice, 

student experience, participation, achievement and success among a diverse student population. 

 
Āu haepapa: Key Accountabilities 
 
1. Student activities and events  

A range of student events and activities are well planned and delivered throughout the year to successfully 
support the arrival and transition experience of students at MIT.  

 
Key responsibilities include: 

1. Coordinating the planning and delivery of student activities and events across multisite campuses that 
meet the needs and expectations of students to increase service engagement and retention goals.   

2. Prepare activity/event planning briefs for all student activities and events and report on delivery 
outcomes and learnings at the end of each quarter and 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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Job Description: Student Life Manager  

  

 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.  

   
  

Reports to:     Head of Student Experience & Success  Location:  Tāmaki Makaurau, South Auckland  

Directorate:    Learner Experience and Success      

 

Te aronga o te tūranga: Purpose of position   

  

The role of Student Experience and Success is to support MITs strategic goals to improve the student 
experience on campus and lift overall student retention and completion rates, with a particular focus on 

priority learners and at-risk cohorts. This will be achieved through the provision of a variety of general and 
targeted support services and engagement opportunities to optimise the personal, social and academic 

experience of students thereby enhancing their engagement, persistence and success at MIT.   

The Student Life Manager role is to:  

Oversee the day-to-day operational functions of the Student Life team to facilitate students’ successful 

transition into and through their studies at MIT from arrival to graduation. These functions include:  
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Job Description: Student Outreach Advisor 

Student Experience and Success  

 
 

 

 
October 2021 

 
 
 
 
 
 
 

Reports to:     Student Support Manager Location: Otara/Manukau 

Directorate:     Learner Experience & Success Grade/Band: Band 6 

 

Student Experience and Success:  

The role of Student Experience and Success is to support MITs strategic goals to improve the student 

experience on campus and lift overall student retention and completion rates, with a particular focus on 

priority learners and at-risk cohorts. This will be achieved through the provision of a variety of general and 

targeted support services and engagement opportunities to optimise the personal, social and academic 

experience of students thereby enhancing their engagement, persistence and success at MIT.  

 

Purpose of position:  

Using a holistic model of care, the role of Student Outreach Advisor is to provide general advice, pastoral care 
and individualised wellbeing support that will lead to increased student retention, completion and success 
outcomes. 
 
The Student Outreach Advisor will also engage in pro-active outreach and early intervention to at-risk cohorts, 
respond to critical incidents and crisis situations on campus, assist students to identify and confidently resolve 
issues affecting their social and learning experience and participate in opportunities that will optimise and 
enhance their engagement, persistence, success and quality of life at MIT. 

 

Key Accountability Areas:  

1. Student advice, wellbeing and pastoral care support 
The provision of safe, proactive and culturally appropriate advice, engagement and pastoral care 
effectively supports students to transition into and through their studies and confidently engaged to 
proactively enhance their wellbeing and learning experience.  
 
Key Tasks 

1. Prioritise student enquiries, appointments, drop-ins and referrals through the provision of accessible 
appropriate advice and pastoral care support. 

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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October 2021 

2. Guide and support students through processes such as enrolment, course changes, recognition of 

prior learning, withdrawals, aegrotat considerations, hardship and welfare support options, and 

other entitlements and responsibilities as per the Student Regulations. 

3. Assist students to clearly articulate their needs or concerns, identify any challenges or opportunities 
to help resolve issues affecting their study decisions, academic performance, personal development 
and wellbeing.  

4. Ensure students are provided with an individual Student Support Plan (SSP) as part of the team’s 
pastoral care service to ensure conversations and recommended solutions are documented and 
communicated clearly to support on-going follow-up engagement.  

5. Partner with other support staff/teams, Service Centres, Schools and Campus areas to resolve issues, 
concerns or complaints in line with relevant polices and upholds MITs core values and principles of 
fairness, dignity and respect.  

6. Provide individualised Student Support Plans (SSP) that takes a holistic, and culturally appropriate 
assessment approach to understand and evaluate pastoral care needs, records desired personal goals 
and key actions to support their academic learning outcomes and career aspirations; including liaising 
with relevant service teams, Schools and Campus areas, and external community agencies.  

7. When and where appropriate, liaise with Schools, Campus areas, service units and external community 
agencies (e.g. Health Services, Legal Services, Tenancy Services, etc) to ensure students receive the 
required care and support that will enable continuation and completion of their studies. 

8. Ensure all student engagements and enquiry notes are uploaded daily using the Student Management 
System (EBS) to ensure information is kept up-to-date and accurate for tracking and informing future 
responses and measuring service impact outputs for reporting purposes. 

9. Respond proactively to absentee and withdrawal referrals from Schools, Departments and service 
areas, and maintain a record of all referrals maintain follow-up contact to monitor progress, 
completion of agreed actions, and support the achievement of a satisfactory resolution.  

10. Support the At-risk Call-Out project (New students, Maori, Pasifika and other at-risk cohorts) for each 
quarter and as required to address early withdraw issues and reduce attrition rates.  

11. Prioritise attendance to attend and participate in weekly case management meetings. 

12. Maintain regular contact with other advisors and service teams to maintain knowledge of key service 
changes, developments and opportunities of benefit to students, particularly at-risk and priority 
learner cohorts. 

13. Maintain professional boundaries and privacy requirements when dealing with students and ensure 
the handling of sensitive information is held securely and does not breach confidentiality.     

14. Participate in the development, delivery and evaluation of evidence-based orientation and transition 
student initiatives with the explicit objective of enhancing the student experience and success. 

15. Maintain follow-up contact with priority cohort groups and high-risk students and monitor their 
engagement and academic progress.  

16. Identify key areas of transition, retention and pastoral care support for developing engagement and 
educational strategies and new initiatives within the team and in collaboration with other teams and 
services as appropriate. 

17. Work with high needs/ sensitive students in a responsive and appropriate manner. 
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October 2021 

2. Early intervention, outreach and pathway support 
Early intervention efforts to support targeted at-risk cohorts leads to an improved arrival and study ready 
experience, increased classroom engagement, retention and completion rates.      

Key Tasks 
1. Support the delivery and integration of early intervention models and retention projects into MIT’s 

ways of working to provide early pre-emptive support to students, utilising current enrolment 
systems, online and face to face channels. 

2. Contact targeted learner groups using all possible contact and outreach methods to ensure learners 
are, as best as possible, well prepared to complete their enrolment requirements and commence 
their studies. 

3. Analyse and needs assess each learner within the targeted cohort and implement an agreed support 
plan with support from other services and relevant teaching staff for regular follow-up review. 

4. Deliver support in a timely manner to ensure barriers are identified and within scope can be minimised 
or removed to allow the student to become “Study ready”. Barriers include; transport, finances 
including study link. 

5. Support and deliver Study Ready workshops, Class Talks and other engagement activities to support 
and boost retention and success outcomes. 

6. Support the delivery and compilation of the agreed profiling tools, tracking processes and systems in 
a timely and sensitive manner 

7. Connect with School staff in any immediate pastoral care needs that can be addressed at School level. 

8. Refer and escalate needs, issues and concerns appropriately of any distressed, vulnerable or at-risk 
students requiring immediate follow-up or ongoing pastoral care, counselling or specialist support. 

9. Operate within an agreed referral process in consultation with School staff to key Academic Support 
Services such as Academic Staff, Campus Coordinators, TechServices, Learning Advisors, Subject 
Librarians, Enrolment (Ask Me!), Academic Services and other service areas. 

10. Identify issues within the application and enrolment process to gather key enrolment data to help the 
team proactively and intrusively target and track students requiring additional support 

11. Ensure data, tools and documentation regarding outputs and engagement are logged and stored in 
conjunction with the Privacy Act.  

12. Provide feedback to targeted Schools or programme areas on any interventions and outcomes, and 
recommend critical touchpoints and collaboration opportunities to maximise outreach success.   

13. Identify continuous improvement opportunities to enable ongoing proactive improvements. 

14. Provide monthly updates on engagement actions, tracker points, learner progress and outcomes. 

 

3. Maori and Pasifika Priority Learners  
Champion success for our priority learners aiding in raising completions and pathways for Maori, Pasifika 
and under 25’ students.  

Key Tasks 

1. Provide a culturally safe service that is sensitive and appropriate to support the needs of our priority 
learners. 

2. Work effectively with Ngā Kete Wānanga Marae and Pasifika Development office as appropriate for 
guidance and advice when working with a Maori or Pasifika student. 

3. Refer students to the Marae team where cultural support and guidance is requested by the student. 
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4. Support retention related events and activities led and delivered by the Marae and Pasifika teams 
when time allows to promote support services and staff to students. 

5. Identify opportunities for working collaboratively with community agencies to target and support 
priority learner groups.  

 
 
4. Concerns/Complaints, Critical Incidents and Crisis Support 

Concerns and complaints are supported in line with the relevant policies and sstudents in distress or 

crisis are provided with the appropriate immediate support and follow-up to ensure their safety and 

welfare needs are met and/or referred to the relevant service or agency for professional treatment and 

on-going specialist care. 

Key Tasks 

1. Attend or accompany students to the local medical clinic or hospital via ambulance should they 
require urgent care and supervision until family arrive.  

2. Liaise on behalf of the students with relevant support staff, teaching staff and family members as 
required.    

3. Ensure all critical incidents and crisis response actions and response are managed using the Critical 
Incident Risk Assessment form, which must be completed for the duration of a crisis or CI situation.  

4. Attend disciplinary or complaint and misconduct meetings as their support person and liaise with 
relevant staff to ensure students are well informed of key processes and policies, their options, 
rights and responsibilities.  

5. Ensure all student concerns, complaints and feedback are logged via the Online Student Feedback 
Form and successfully resolve in liaison with key staff through to completion in accordance with the 
Student Complaints Resolution Policy, Student Regulations, and other relevant policies. 

6. Always recommend and attend mediation meetings when required to support early resolution to a 
concern or complaint.  

7. Liaise with external health agencies such as hospitals, mental health clinics, treatment facilities and 
community support groups to refer students to for specialist care and recovery support.   

8. Support the Student Support Manager to inform family members as required and in accordance 
with the MIT’s Privacy Policy and Privacy Act. 

9. Immediately inform the International Support Office of any concerns or incidents involving an 
international student. 

10. Undergo regular training in the area of wellbeing, mental health, crisis intervention support and 
mediation.  

11. The Student Support Manager is kept informed of all serious and critical incidents and concerns as 
they arise.  

 
5. Participate in Student Experience and Success and MIT wide initiatives   

Establish and maintain effective relationships with teaching departments and with relevant MIT student 
services, Social Service agencies, Community organisations, Government Departments, and other tertiary 
education institutions where it is in the interests of supporting students in general at MIT. 

 
Key Tasks 

1. Support the appropriate orientation programmes for students including on-boarding and class talks.  
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2. Liaise with designated Schools as required to support broader team goals and activities.  

3. Identify areas of improvement and work collaboratively with colleagues in other service teams to 
implement positive strategies to assist in the retention and success of students.  

4. Contribute to special projects and attend wider staff meetings as required.  

5. Support the induction and training of staff in the sharing of knowledge.  

 

6. General Service 
The Institute is assisted with the attainment of its strategic objectives through the provision of 

commitment and contribution to the wider wellbeing of your service unit. 

Key responsibilities include: 

1. Exemplify the MIT values of being real, connected, manaakitanga and excellence.  

2. Participate in projects in line with Student Journey’s strategic objectives. 

3. Keep current and comply with MIT systems, policies and procedures and relevant legislation, and 
constantly look for ways to improve processes and procedures. 

4. Contribute to the Institute’s image as a good place to work and study through the provision of high 
quality, professional services and showing responsiveness, courtesy and respect in interactions with 
students, staff and the team.  

5. Present a professional image.  

6. Demonstrate an honest respect for and appreciation of biculturalism and diversity by supporting fair 
treatment and equal opportunities for all. 

7. Contribute to the sustainability efforts of the Institute through the responsible use of resources and 
equipment. 

8. Demonstrate commitment to own professional development, taking advantage of learning 
opportunities and engaging fully in the “Perform” process. 

9. Be available to work after hours when needed for team activities and events for students and staff. 

10. Support wider operations and service functions to meet our strategic goals and reflect MIT’s values. 

11. Carry out other duties as required or directed.  

 

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. 
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• 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. 
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Relationships: 

Internal: External: 

Student Support team Government Agencies as appropriate; including Youth 

Services, Work and Income, Study Link etc. 

Student experience and success teams Health and community support organisations 

Heads of Schools  Families as appropriate 

Campus/programme administration and teaching staff  

Ngā Kete Wānanga Marae Staff   

Pasifika Development office  

Student Executive Voice and Student Council   

Service Centre Staff including Academic Registry, Ask me! 

Centre, ICTS and Campus Services incl  Security Team 

 

 

Experience & Qualifications: 

• A relevant degree in social work, counselling, education or community engagement  

• Previous work experience in social service, disability, health or education 

• Exceptional organisation and planning skills to enable effective and flexible use of time 

• Excellent writing skills, an ability to communicate issues and ideas clearly and concisely, and have 
effective interpersonal communication skills. 

• Ability to problem solve and deal with complex issues and work as part of a team  

• Exceptional customer service and relationship building skills  

• Experience or working knowledge of website and/or communication software 

• Highly developed attention to detail and ability to maintain a high level of accuracy in all work areas 

• Have ability to engage positively and work well with others  

• Ability to respond and work under pressure and to deadlines 

• Professional practice skills that demonstrate ethical, confidential and professional distance towards 
sensitive content 

• An understanding of bicultural issues and the Treaty of Waitangi. 

• Experience working with Maori and Pasifika communities, different age groups and diverse 
backgrounds 

• Competency in all Microsoft Office programmes including Microsoft Excel  

• Experience with Student Management Systems and or  Salesforce  is an advantage 

• Clean Full Drivers Licence 
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Competencies:    

• 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. 

• Impact and Influence: The ability to persuade, convince and influence others. 

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

• Initiative:  Ability to come up with workable solutions and problem solve effectively. 

• Collaboration: ability to build and sustain collaborative, professional relationships with students, 
colleagues, local communities and other education organisations. 

• Adaptability:  Ability to work successfully with diverse cultures, age, gender, abilities, disciplines and 
learning styles.  Being flexible, innovative and open to continuous learning in a changing environment. 

• Change ready: Quickly responds to the changing needs of clients, willingly switching tasks to meet new 
priorities and deadlines. 

• Continuous Improvement:  Continually looks for opportunities to do things better, smarter and more 
effectively to meet the needs of the client. 

• Understanding of Te Tiriti o Waitangi (Treaty of Waitangi) particularly as it applies to the Crown’s 

responsibilities to the education sector and how the Institute, as a Crown Entity, gives effect to these. 
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Student Support Advisor  – August 2022  
 

 

Student Support Advisor – Disabilities  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Reports to:     Team Leader Disability Support  Location: Tāmaki Makaurau, Auckland 

Directorate:     Student Experience and Success    

    

 

Te aronga o te tūranga: Purpose of position 
To offer support and advice to students and staff, particularly students with disabilities, helping 

them to identify and resolve issues that affect their learning and quality of life at MIT. 

To liaise with other agencies and community services. 

To encourage the institute to promote policies that are conducive to the well being of staff and 

students. To provide a culturally safe service that is appropriate to the needs of students with 

disabilities. 

To provide Administrative support to tasks associated with supporting students with disabilities. 

Āu haepapa: Accountabilities 
Establish and maintain relationships with students with impairments 

• In conjunction with Student Advisor Disability, assist current students to determine supports they 
require. 

• Informing students of other Manukau Institute of Technology (MIT) services that may be of 
assistance. 

• Work with the Team Leader and Student Advisor - Disabilities to assess the needs of individuals to 

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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Student Support Advisor – July 2022  
 

 

Student Support Advisor  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Reports to:     Student Support Manager  Location: Tāmaki Makaurau, Auckland 

Directorate:     Learner Experience and Success    

Te aronga o te tūranga: Purpose of position  
 

• To offer support and advice to students and staff, in general, helping them to identify and resolve 
issues that affect their learning and work, and quality of life at MIT.  

• To assist staff and students to establish processes to resolve interpersonal issues.  

• To liaise with other MIT Student Support services, agencies and community services in order to 
better meet the needs of students.  

• To provide a culturally safe service that is appropriate to the needs of students.  

• To work with vulnerable students in a sensitive way. 

• To work effectively with Ngā Kete Wānanga Marae and Pasifika Development office as appropriate 
and in support of activities that are provided for students.  

• To liaise with a designated Faculty as required.  

• To maintain an accurate and complete record of student contacts and the impact of the services 
delivered.  

• To support Early and Pre-emptive Interventions, that have a positive impact on our priority learners. 
 
 
 
 
 

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 Description: Student Support Manager 
Student Experience and Success 
 

 

 
 
 
 
 
 
 
 
 
Reports to:   Head of Student Experience and Success Location: South Auckland 

Directorate: Learner Experience & Success   Band/Grade: TBC 

 

Fixed term position until Dec 2022 

Student Experience and Success:  

The role of Student Experience and Success is to support MITs strategic goals to improve the student 

experience on campus and lift overall student retention and completion rates, with a particular focus on 

priority learners and at-risk cohorts. This will be achieved through the provision of a variety of general and 

targeted support services and engagement opportunities to optimise the personal, social and academic 

experience of students thereby enhancing their engagement, persistence and success at MIT.  

 

Purpose of position:                                   

The role of Student Support Manager is to: 

Provide excellent and credible leadership to ensure a holistic consistent model of care and professional 

practice within Student Experience and Success through the provision of effective pastoral care services, 

wellbeing engagements, outreach support and crisis response for students with a primary focus on supporting 

students at-risk. 

 

Key Accountability Areas: 

1. Service delivery and operational leadership  
 

1. High calibre staff are attracted, developed, and retained to develop critical assessment skills, 

communicate expectations and maintain team enthusiasm and committed to the achievement of 

team goals and priorities. 

2. Ensure service priorities align with the vision, operational goals, priorities and objectives of Student 

Experience and Success with clear and continuous expectation setting.  

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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3. Ensure the service maintains onsite/physical opening hours from 8.30am – 5.30pm through a staff 

roster system, and rosters are regularly shared with service areas and campus staff.  

4. Services are effectively tailored to meet the diverse needs of students, enhancing their capacity for 

personal resilience, persistence and achievement. 

5. Ensure professional boundaries and privacy requirements are adhered to within the team when 

dealing with students and sensitive information, and ensure regular training is in place to avoid 

potential breaches of privacy and immediately report concerns to the Head of Student Experience and 

Success.  

6. Lead and monitor the continuous improvement of work procedures, team culture and support 

responses to ensure they reflect current best practice. 

7. Ensure outreach messages, team resources and engagement methods educate and empower students 

to become self-sufficient, more independent in identifying solutions and new opportunities that will 

enable their growth and confidence in resolving issues and concerns affecting their academic 

performance, study decisions, personal development and wellbeing. 

8. Operational tools and resources are created and training is provided to staff to ensure compliance 

with key policies and requirements, and effective processes and procedures are conducted.  

9. Provide training to staff to develop and support their understanding of strategic and operational 

objectives and how they translate into service delivery plans. 

10. Ensure staff are professionally up-to-date and receive adequate ongoing supervision support and 

education to deliver relevant and responsive support and services. 

11. Ensure any performance issues are identified and effectively managed in a timely manner in order to 

minimise any impact on the department’s strategic and performance objectives, and on other staff 

members. 

12. Ensure the Perform process is implemented consistently and staff are provided with effective training, 

coaching and feedback on their performance to enable them to perform their roles effectively and 

understand how they translate into their own key result and performance areas. 

13. Contribute to budget reviews and planning to ensure service needs are understood and supported 

where possible. 

14. Attend relevant meetings to boost awareness of team services, clarify service roles and 

responsibilities, identify opportunities for collaboration and contribute input where needed.  

15. Keep the Head of Student Services and Success updated on service delivery, outputs and outcomes.  

 

2. Student Pastoral Care Support and Case Management  

1. Oversee the provision of high-quality, evidence-based, student-centric support and maximise team 

effectiveness by using the diverse capabilities and strengths of individuals to their best advantage. 

2. The provision of safe, proactive and culturally appropriate advice, engagement and pastoral care 

effectively supports students to transition into and through their studies and confidently engaged to 

proactively enhance their wellbeing and learning experience. 

3. Prioritise student appointments, drop-ins and all enquiries to ensure students are provided with 

quality timely information, advice, transition and pastoral care support. 

4. Guide and support students through processes such as enrolment, course changes, recognition of prior 

learning, withdrawals, aegrotat considerations, hardship and welfare support options, other 

entitlements and responsibilities as per the Student Regulations.  
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5. Ensure students are provided with an individual Student Support Plan as part of the team’s pastoral 

care service to ensure conversations and recommended solutions are documented and communicated 

clearly to support on-going follow-up engagement. 

6. Regularly review and update the Student Support Plan template to ensure plans take a holistic, and 

culturally appropriate assessment approach to understand and evaluate needs, record agreed actions 

and accountabilities, desired engagement and outcomes, and timeframes for the student. 

7. Ensure effective case management processes are developed within the team that involve professional, 

contextual and culturally appropriate pre-assessment to understand and evaluate needs for ensuring 

the best possible response is activated.  

8. Oversee caseload management and development protocols and ensure documentation relating to 

student engagement data, monitoring processes, support procedures and reporting are relevant, 

accurate and timely. 

9. Ensure staff respond proactively to absentee and withdrawal referrals from Schools, Departments and 

service areas, and maintain a record of all engagements, referrals and follow-up contact for reporting 

and regular service evaluations. 

10. Oversee the monitoring and follow-up progress of students identified as “of concern” or “at risk”. 

11. Supervise and assess the provision of safe and effective case management and support which is 

appropriate to the students’ needs and commensurate with the level of expertise of the provider.  

12. Ensure all general student enquiries and engagements are recorded daily and notes are up to date 

with essential and efficient details on EBS for tracking progress, follow-up and reporting purposes. 

13. Manage the workflow of applications to the Hardship Fund and other similar support programmes 

within Student Support, improve processes where needed and report on outputs and outcomes. 

14. Ensure delivery of research based, safe and effective advice to support students to resolve issues, 

including referrals to other services, schools/campuses or external specialist agencies (Health Services, 

Legal Services, Tenancy Services, etc) and undertake follow up as appropriate. 

15. Ensure compliance with the Code of Practice for the Pastoral Care of Students. 

16. Develop and maintain current knowledge of pastoral care issues, transition and engagement needs of 

students to ensure the provision of pastoral care and advice is responsive, timely, culturally 

appropriate, consistent and professional at all times.  

17. Ensure case management meetings occur regularly and staff prioritise their attendance to ensure 

cases are well managed and actions and outcomes are captured for reporting and escalation. 

18. Develop an evidence-based approach to case management practices and processes to improve 

recovery outcomes and retention results. 

 
 

3. Student critical incident and crisis/emergency response support 
 
1. Guide the provision of outreach and practical response to crisis or emergency situations on campus to 

ensure the team is well prepared to respond to a critical incident, crisis or emergency situations on 

campus and ensure case management processes, checks and risk assessment protocols are adhered to 

and meet Health and Safety requirements.  

2. Act as a first responder to critical incidents involving students to ensure students, staff are supported 

whilst MIT processes and procedures are followed.  

3. Ensure team are trained and prepared to attend or accompany students to the local medical clinic or 

hospital should they require urgent care and supervision until family arrive.  

RELE
ASED U

NDER THE 

OFFIC
IAL I

NFORMATIO
N ACT 19

82



 
 

 

4. Liaise on behalf of the students with relevant support staff, teaching staff and family members as 

required, and ensure staff follow a clear response plan with agreed delegated actions when dealing 

with a crisis, critical incident or emergency situation.  

5. Ensure students in distress or crisis are identified and provided the appropriate support and follow-up 

to assist their study and related welfare needs and/or is referred to the relevant service or agency for 

professional treatment and on-going specialist care. 

6. Peer review all critical incidents and crisis situations to ensure a team approach is taken when 

responding to high-risk cases and ensure the Head of Student Experience and Success is informed. 

7. Liaise with external health agencies such as hospitals, mental health clinics, treatment facilities and 

community support groups to refer students to for specialist care and recovery support.  

8. Inform family members as required and in accordance with the MIT’s Privacy Policy and Privacy Act. 

9. Immediately inform the International Support Office of any concerns or incidents involving an 

international student. 

10. Support the development and implementation of a consistent intervention approach in response to 

common pastoral care concerns and sensitive matters.  

11. Develop interventions across Student Experience and Success, specifically Student Support, that have a 

positive impact on our priority learners (including Support training and oversight of early intervention 

methodology and provide ongoing coaching, training and performance management. 

12. Identify data points and trends that can be utilised as flags for future early intervention strategies and 

technologies. 

13. Undergo regular training in the area of wellbeing, mental health, crisis and emergency intervention 

support and mediation skills.  

14. The Head of Student Experience and Success is kept informed of all serious and critical incidents and 

concerns as they arise. 

 

 
4. Student concerns, complaints and disciplinary/misconduct support  

 

1. Respond to all concerns and complaint enquiries within the policy timeframe and ensure all student 

concerns, complaints and feedback are logged via the Online Student Feedback Form.  

2. Liaise with relevant service staff and Heads of Schools or their delegates to successfully resolve 

concerns and complaints in accordance with the Student Complaints Resolution Policy, Student 

Regulations, and other relevant policies.  

3. Ensure advisors attend disciplinary or complaint and misconduct meetings as a support person and 

liaise with relevant staff to ensure students are well informed of key processes and policies, their 

options, rights and responsibilities.  

4. Work with the Counselling Support Team and Disability Support Services to initiate, guide and support 

mediation practices between the team and campus areas to jointly resolve cases where possible at the 

local level and in a timely manner.  

5. Work closely with the Student Advocacy and Appeals Officer to ensure all concerns and complaints are 

handled in a timely and professional manner.  

6. Contribute to the development of educational messages and initiatives that inform and support staff 

awareness and competence in the area of student complaints to support the achievement of an 

appropriate and fair resolution for the student and MIT.  

7. Provide a monthly report on student concerns and complaints to the Head of Student Experience and 

Success.  
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5. Outreach project planning, development and implementation  

 
1. Effective outreach projects are established and managed according to the project plan, and facilitating 

the delivery of quality outcomes. 

2. Regular liaison with project working groups to ensure each project phase is successfully connected, 
communicated and aligned using existing and potential MIT systems across key operations. 

3. Coordinate project meetings and workshops that support project phases and deliverables as needed.  

4. Coordinate project activities, resources, and information pertaining to project outputs.  

5. Set-up and support project activation teams to ensure key deadlines are met, information is 

accessible, collected and collated and access to students is supported. 

6. Maintain project documentation and handling specific queries to the project.  

7. Ensure projects consider and complies with relevant policies, regulations and reporting requirements.  

8. Control project schedules and procure resources to ensure that necessary actions are completed 

according to the project plan within agreed deadlines, and regularly report on progress and outcomes.  

9. Work with project team members to identify and resolve day-to-day project issues. 

10. Flag potential issues, risks and dependencies to be managed and monitor changes in scope associated 

with the project plan. 

11. Respond to queries relating to projects and refer to relevant project working groups as needed.  

12. Maximise stakeholder involvement to progress effective planning, collaboration, communication and 
reporting within clearly articulated delivery parameters and objectives.  

13. Support the project working group to deliver workshops, training and attend meetings with 
stakeholders to enhance awareness and proactive participation.  

14. Utilise existing MIT processes, systems and resources across key operations to support project 
delivery.  

15. Establish and maintain relationships with professional bodies, community members and other 
organisations to support project initiatives. 

16. Maintain regular contact with Te Pukenga, TEC, MOE and other relevant organisations for project 
support and guidance.  

 
6. Participate in Student Experience and Success and wider MIT initiatives 

 
1. Establish and maintain effective relationships with teaching departments and with relevant MIT 

student services, Social Service agencies, Community organisations, Government Departments, and 
other tertiary education institutions where it is in the interests of supporting students in general at 
MIT. 

2. Support the appropriate orientation programmes for students including on-boarding and class talks.  

3. Liaise with designated Schools as required to support broader team goals and activities.  

4. Identify areas of improvement and work collaboratively with colleagues in other service teams to 
implement positive strategies to assist in the retention and success of students.  

5. Contribute to special projects and attend wider staff meetings as required.  

6. Support the induction and training of staff in the sharing of knowledge.  

 
 

7. General Service 
The Institute is assisted with the attainment of its strategic objectives through the provision of 

commitment and contribution to the wider wellbeing of your service unit. 

1. Exemplify the MIT values of being real, connected, manaakitanga and excellence.  

2. Participate in projects in line with Student Journey’s strategic objectives. 
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3. Keep current and comply with MIT systems, policies and procedures and relevant legislation, and 
constantly look for ways to improve processes and procedures. 

4. Contribute to the Institute’s image as a good place to work and study through the provision of high 
quality, professional services and showing responsiveness, courtesy and respect in interactions with 
students, staff and the team.  

5. Present a professional image.  

6. Demonstrate an honest respect for and appreciation of biculturalism and diversity by supporting fair 
treatment and equal opportunities for all. 

7. Contribute to the sustainability efforts of the Institute through the responsible use of resources and 
equipment. 

8. Demonstrate commitment to own professional development, taking advantage of learning 
opportunities and engaging fully in the “Perform” process. 

9. Be available to work after hours when needed for team activities and events for students and staff. 

10. Support wider operations and service functions to meet our strategic goals and reflect MIT’s values. 

11. Carry out other duties as required or directed.  

 
 
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 
Enable your team to champion MIT’s bicultural policies and support MIT’s commitment to the Te Tiriti O 

Waitangi.  

• Ensure that the Tiriti O Waitangi principles are considered in all strategies, activities and policies 
engaged in and developed by your team. 

• Enable your employee’s development by engaging them to take advantage of all learning opportunities 
relating to the Tiriti O Waitangi. 

• Ensure that the environment for employees and students is culturally sensitive and supports the 
commitment to the Tiriti O Waitangi. 

 
 
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. 

 

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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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. 
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Job Dimensions: 

FINANCIAL AUTHORITY: n/a 
 
BUDGET SIZE:   n/a 
 
REVENUE:   n/a 
 
FTE:    10-11 

 

Direct Reports 

Student Advisors x 10-11 

Fixed-term or casual staff 

Relationships: 

Internal: External: 

Student Experience & Success Leadership Team MIT Students 

Student Experience & Success staff External organisations and agencies 

GMs, Heads of Schools and Academic staff Other ITP’s and or Universities as required 

Nga Kete Wananga Marae Community support agencies as required 

Pasifika Development Office  

Executive Leadership Team  

People and Culture  

Technology Services  

Finance  

Property and Campus Services  

Pasifika and Maori partners  

 

Experience & Qualifications:  

• A Bachelor’s degree in Social Work, Counselling, or Education is required  

• At least 7 years’ experience in a similar role  

• Experience leading a team 

• Experience providing student support, counselling and/ or mental health services. 

• Strong relationship skills, able to bring others along with you  

• Understanding and can demonstrate practical application of ethics, confidentiality and boundaries 

when working with students and staff 

• Working with tertiary students and student support networks and agencies 

• Highly culturally competent, specifically working within a multicultural, Maori and/or Pasifika context. 

• Project management experience, ideally in a tertiary setting  

• Proven experience gathering and applying evidence/research-based practices 

• Excellent communication and report writing skills 

• Excellent interpersonal, networking and problem-solving skills 

• Experience in public speaking or teaching 
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• Working knowledge of bicultural issues and the Treaty of Waitangi 

• Previous experience living in a culturally varied environment 

• Working knowledge of relevant legislation and compliance issues regarding the provision of pastoral 

care and crisis response in support of tertiary students 

• Computer literacy particularly across the MS Office suite 

• Clean Full Drivers Licence 

 
 

Competencies:     

• Project coordination 

• Cultural competency 

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

• Accountability: Drive for results and commitment to delivery. 

• 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. 

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

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

• Initiative:  Ability to come up with workable solutions and problem solve effectively. 

• Collaboration: ability to build and sustain collaborative, professional relationships with students, 
colleagues, local communities and other education organisations. 

• Adaptability:  Ability to work successfully with diverse cultures, age, gender, abilities, disciplines and 
learning styles.  Being flexible, innovative and open to continuous learning in a changing environment. 

• Change ready: Quickly responds to the changing needs of clients, willingly switching tasks to meet new 
priorities and deadlines. 

• Continuous Improvement:  Continually looks for opportunities to do things better, smarter and more 
effectively to meet the needs of the client. 
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