
 
 
 
 
 
 
 
 
 
 

Timetabling Specialist – May 2022 
 

Timetabling Specialist 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

Directorate:     International and Projects Support   

Te aronga o te tūranga: Purpose of position  
 

The role will be responsible for providing efficient and effective timetabling development ensuring an 

optimised student experience.   

They will offer Subject Matter Expertise to their colleagues, Team Leader and business partners across the 

Schools and support services focusing on positive outcomes for students individually and for identified groups. 

The Specialist will support the development of internal capability across the Timetabling team and wider 

support services as required to improve our student satisfaction.  

Strong timetable scheduling understanding and focus on delivery, along with stakeholder engagement and 

relationship management capability is crucial.    

Āu haepapa: Accountabilities 
 

Functional Administrative Support  

• Deliver timely, efficient processing of Timetabling tasks in keeping with defined Key Performance 
indicators including escalated & more complex transactional tasks requiring Subject Matter Expertise and 
navigation across multiple internal teams.  

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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Transition Coordinator  – November, 2022  
 

 

Transition Coordinator  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Reports to:     Pathways Manager  Location: Tāmaki Makaurau, Auckland 

Directorate:     Pathways and Transitions    

Purpose of Position  
Te aronga o te tūranga 
The area of Transitions and Pathways is the interface between Secondary and Tertiary and provides 
opportunities for students to achieve success at both secondary school and here at Manukau Institute of 
Technology. This is done by providing pathways for students from secondary to tertiary or into employment, 
while continuing their core NCEA studies at school. Students are dual enrolled at both their secondary school 
and at MIT. They will typically attend MIT for one or two days a week for the whole year. 
 
Accountabilities  
Āu haepapa 
Provide a high level of student support and pastoral care for students enrolled in secondary tertiary pathways 
programmes administered by the Pathways and Transitions department. 
 
Maximise the retention and success of all students enrolled in secondary tertiary pathways at MIT through 
developing relationships, resolving issues where possible and providing information in a timely manner to 
assist students with accessing services to support their learning. 
To ensure that the Pathways and Transitions Team achieves key performance indicators set by the Ministry 
of Education, Tertiary Education Commission and MIT. 
To contribute to the effective and efficient operation of the Pathways and Transitions 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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