Academic Learning Advisor

Ka timata i konei; Hikina te kounga 0 tou umanga kia puawai. Ki te whai ttiranga koe i konei, ka ti koe
hei tangata ngakau titikaha mo a tatou akonga kia puta, kia angitl hoki ai ratou ki roto i ténei a0. Ka
akingia hoki koe kia tipu i au ake pukenga-takitahi, me au pukenga-ngaio. | konei, ka whakatinana koe i
nga matapono o Te Whare Takiura nei, ara, kia matapoporetia te Pono, Te Manaakitanga, Te Hononga
téetahi ki tétahi, me Te Hiranga. Ma konei i Te Whare Takiura o Te Manukanuka o Hoturoa ka taea te ao o
te takitahi, me te ao whanui 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 opocrtw ity to transform lives and communities.

Learning Services

Directorate: Learner ExpV@nd S E

y X
Te aronga o te turang of p@

* To provide sp \@érmng and skills development support that assists and improves the
learning outcomes of ents from certificate through to postgraduate level studies in alignment

with MIT’s strateglc@ nd vision for its learners.

Au haepapa: AQQM ities

1. Acade garning Support

Reports to: Assistant Manager, Li @vd @eiatlon Tamaki Makaurau, Auckland

To assist students at all levels in the conventions of scholarship, especially in written communication in a
manner that enables and empowers students to become confident and independent learners.

Academic Learning Advisor — March 2022

































Academic Partner

Ka timata i konei; Hikina te kounga 0 tou umanga kia puawai. Ki te whai ttiranga koe i konei, ka ti koe
hei tangata ngakau titikaha mo a tatou akonga kia puta, kia angitl hoki ai ratou ki roto i ténei ao. Ka
akingia hoki koe kia tipu i au ake pukenga-takitahi, me au pukenga-ngaio. | konei, ka whakatinana koe i
nga matapono o Te Whare Takiura nei, ara, kia matapoporetia te Pono, Te Manaakitanga, Te Hononga
tétahi ki tétahi, me Te Hiranga. Ma konei i Te Whare Takiura o Te Manukanuka o Hoturoa ka taea te ao o
te takitahi, me te ao whanui te panoni.

Change starts here; transform your career and make ¢ 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 Academic Par s @on: Tamaki Makaurau, Auckland

p
Directorate: Academic Servic @ Q~
V- O
Te aronga o te tiiranga: Purp%f positi Q

To work across the in e,to provide nge of academic advice and support to staff within the campuses
including, but not o:

e Assisting acade;t?}iito design and deliver high-calibre, current, pedagogically sound and student
m

focused progr, ecurricula
e Enhancin %ﬁwg capability and the development of teaching practice including support for digital
deliver.

. Dri@%lity and continuous improvement, supporting academic staff to design, deliver and
eva innovative and meaningful learning experiences

Au haepapa: Accountabilities
Programme Development and Curriculum Design
e Contribute to the planning and implementation of curricula which aligns with MIT’s strategic direction

e Ensure that the design of programmes/courses and learning materials are pedagogically sound and
embed the use of current digital learning technologies (as appropriate)

Academic Partner — March 2022















Accountant

Ka timata i konei; Hikina te kounga 0 tou umanga kia puawai. Ki te whai ttiranga koe i konei, ka ti koe
hei tangata ngakau titikaha mo a tatou akonga kia puta, kia angitt hoki ai ratou ki roto i ténei ao. Ka
akingia hoki koe kia tipu i au ake pukenga-takitahi, me au pukenga-ngaio. | konei, ka whakatinana koe i
nga matapono o Te Whare Takiura nei, ara, kia matapoporetia te Pono, Te Manaakitanga, Te Hononga
téetahi ki tétahi, me Te Hiranga. Ma konei i Te Whare Takiura o Te Manukanuka o Hoturoa ka taea te ao o
te takitahi, me te ao whanui te panoni.

Change starts here; transform your career and make ¢ 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.

L%?fon: Tamaki Makaurau, Auckland

Reports to: Finance Manager

Directorate: Strategy and Su %ﬁicesQ~
~

4 v

Te aronga o te tiiranga: Purp%f positi Q
This role is to provide@e/and irM;:ful monthly and annual financial and project reporting for MIT, to

support thebudge @- recast ‘process, responsible for maintaining accurate cashflow and supporting the

treasury function. ! \?~

This role will also provide systems support to ensure the ongoing effective operation and Integrity of the
Financial Accountipg S m.

Au haepapa: i%ntabilities

Financial and*Annual Reporting

Preparation of :

e  Monthly Financial Reporting including analysis of variances to ELT, the Board and Te Pukenga
e Annual reporting including the preparation of work papers and assiting in Audit requirements
e Reporting, consolidation assistance and information provision as requested by Te Pukenga

e Ad hoc and forecasting analytics as required.

e Complete assigned month end journals to ensure transactions and allocations are accurately reflected in
the general ledger, staff ledger and forecast ledger.

Accountant — February 2022















Accounts Payable Administrator

Ka timata i konei; Hikina te kounga 0 tou umanga kia puawai. Ki te whai ttiranga koe i konei, ka ti koe
hei tangata ngakau titikaha mo a tatou akonga kia puta, kia angit hoki ai ratou ki roto i ténei ao. Ka
akingia hoki koe kia tipu i au ake pukenga-takitahi, me au pukenga-ngaio. | konei, ka whakatinana koe i
nga matapono o Te Whare Takiura nei, ara, kia matapoporetia te Pono, Te Manaakitanga, Te Hononga
téetahi ki tétahi, me Te Hiranga. Ma konei i Te Whare Takiura o Te Manukanuka o Hoturoa ka taea te ao o
te takitahi, me te ao whanui 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: Finance Manager Location: Tamaki Makaurau, Auckland

Directorate: Finance

Te aronga o te tliranga: Purpése’ofiposition

This position is responsible forproviding acustomer focused Accounts Payable function that ensures suppliers
are paid accurately and‘opstime, This role is varied by the nature of work. It is responsible for all accounts
payable administrationand coordination duties and will require proactive work attributes and the ability to

think on your feet and prioritise’‘work.
Au haepapa: Accouptabilitiés
Accounts Payable Administration

A proactivesteam ' member with attention to detail and a high level of accuracy, you will be responsible for all
facets of aceounts payable administration including (but not limited to):

o Ensuring invoices are processed and coded in a timely manner in accordance with policy and
procedures.

o Achieving Accounts Payable team KPls, service levels and timelines.

o Resolving invoice match exceptions.

o Ensures appropriate controls, review and sign-off processes are in place.

o Responsible for issuing payment remittance advices in a timely manner.

o Responsible for international payments in accordance with timelines and policy.

o Responsible for processing employee expense claims, petty cash reimbursements.

o Responsible for processing credit card documentation, refunds and other accounts payable

Accounts Payable Administrator — August 2022















Procurement Administrator

Ka timata i konei; Hikina te kounga 0 tou umanga kia puawai. Ki te whai ttiranga koe i konei, ka ti koe
hei tangata ngakau titikaha mo a tatou akonga kia puta, kia angitl hoki ai ratou ki roto i ténei ao. Ka
akingia hoki koe kia tipu i au ake pukenga-takitahi, me au pukenga-ngaio. | konei, ka whakatinana koe i
nga matapono o Te Whare Takiura nei, ara, kia matapoporetia te Pono, Te Manaakitanga, Te Hononga
téetahi ki tétahi, me Te Hiranga. Ma konei i Te Whare Takiura o Te Manukanuka o Hoturoa ka taea te ao o
te takitahi, me te ao whanui te panoni.

Change starts here; transform your career and make o 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: Campus Coordination Manager Location: Tamaki Makaurau, Auckland
Directorate: Schools and Peformahce, Tech’Park
Campus

Te aronga o te taranga:Purpose of position

This role is respongible_ fof coordinating and administering the procurement functions for Tech Park Campus
in accordance with established\p6licies and procedures.

Au haepapa: Accountabilities

Business Processes

e Order.and ensure availability of teaching resources such as raw materials required

e Ensure all Staff and students work in a functioning environment with access to the resources they
require

e Responsible for the raising of Purchase Orders in accordance with current Policies and Procedures,
and Purchasing Authority Limits

o Liaise with suppliers and their representatives

e Review outstanding purchase orders, investigate and close outstanding orders as necessary in
consultation with Finance. Ensure correct and prompt processing of invoices to Accounts Payable

e Provide reports to management (as requested), and attend meetings as required

e Assist with the ordering and managing the campus stationery requirements (when required)

e Assist with the regular updating of Technology Park’s asset register (when required)

Procurement Administrator — May 2022












Ask Me! Agent

Ka timata i konei; Hikina te kounga 0 tou umanga kia puawai. Ki te whai ttiranga koe i konei, ka ti koe
hei tangata ngakau titikaha mo a tatou akonga kia puta, kia angitl hoki ai ratou ki roto i ténei ao. Ka
akingia hoki koe kia tipu i au ake pukenga-takitahi, me au pukenga-ngaio. | konei, ka whakatinana koe i
nga matapono o Te Whare Takiura nei, ara, kia matapoporetia te Pono, Te Manaakitanga, Te Hononga
tétahi ki tétahi, me Te Hiranga. Ma konei i Te Whare Takiura o Te Manukanuka o Hoturoa ka taea te ao o
te takitahi, me te ao whanui te panoni.

Change starts here; transform your career and make o 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: Ask Me! Team Leader Location: Tamaki Makaurau, Auckland

Directorate: Academic

Te aronga o te tliranga: Purposé of positien
This role is part of a team that providesisupport to students as they commence and progress through their

learning journey with Mahukau Institute,of Technology (MIT).

The team provides student-facifng-academic administrative support which includes (where necessary)
assistance with: (1) Applieation and Enrolment processes, (2) Invoicing and Receipting, (3) Withdrawals and
Transfers, (4) Academic Record requests, (5) Results enquiries and (6) Graduation support, as well as those
processes designed tosassist a student to onboard successfully into MIT.

Staff appointed to this role will progressively develop their capability across the suite of administrative
processes which provide support to students. This role is one that works closely with Campus Administrative
Staff and from time to time may be based in a Campus office.

Au haepapa: Accountabilities
Deliver world class end-to-end support to prospective students

e Engage with enquirers in-person, by phone or through electronic means to address their needs promptly
and professionally

e Utilise all appropriate available customer engagement tools and information sources to provide right-
first-time service support

AskMe! Agent — February 2022


















Ask Me! Team Leader

Ka timata i konei; Hikina te kounga 0 tou umanga kia puawai. Ki te whai ttiranga koe i konei, ka ti koe
hei tangata ngakau titikaha mo a tatou akonga kia puta, kia angitl hoki ai ratou ki roto i teénei ao. Ka
akingia hoki koe kia tipu i au ake pukenga-takitahi, me au pukenga-ngaio. | konei, ka whakatinana koe i
nga matapono o Te Whare Takiura nei, ara, kia matapoporetia te Pono, Te Manaakitanga, Te Hononga
tetahi ki tétahi, me Te Hiranga. Ma konei i Te Whare Takiura o Te Manukanuka o Hoturoa ka taea te ao o
te takitahi, me te ao whanui te panoni.

Change starts here; transform your career and imake 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 Ask Me! Stu@Serwce L?ﬁpn: Tamaki Makaurau, Auckland
Centre @ @

Directorate: Academic

Te aronga o te turanga: Purpos fpo@

Thisrole leadsas %/of stagc:'a(t provides support to students as they commence and progress through
their learning journey with Mv& nstitute of Technology (MIT).

The team provides st emcing academic administrative support which includes (where necessary)
assistance with: (1 ieation and Enrolment processes, (2) Invoicing/Receipting, (3) Withdrawals and

Transfers, (4) A ic Record requests, (5) Results enquiries and (6) Graduation support, as well as those
processes desi to assist a student to onboard successfully into MIT.

Staff appoi to this role will oversee the performance and development of their staff across the suite of
administrative processes which provide support to students. This role is one that works closely with Campus
Administrative Staff as required.

Au haepapa: Accountabilities

1. Leading for results

Ask Me! Team Leader — August 2022


















Ask Me! Training and Development Lead

Ka timata i konei; Hikina te kounga 0 tou umanga kia puawai. Ki te whai ttiranga koe i konei, ka ti koe
hei tangata ngakau titikaha mo a tatou akonga kia puta, kia angitl hoki ai ratou ki roto i ténei ao. Ka
akingia hoki koe kia tipu i au ake pukenga-takitahi, me au pukenga-ngaio. | konei, ka whakatinana koe i
nga matapono o Te Whare Takiura nei, ara, kia matapoporetia te Pono, Te Manaakitanga, Te Hononga
téetahi ki tétahi, me Te Hiranga. Ma konei i Te Whare Takiura o Te Manukanuka o Hoturoa ka taea te ao o
te takitahi, me te ao whanui 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 Ask Me! Student Service Location: Tamaki Makaurau, Auckland
Centre
Directorate: Academic Services

Te aronga o te tliranga: Purpose/of position

This role provides tfaining’and technical support to Manukau Institute of Technology’s (MIT’s) student-
facing Ask Me! Student Service Centre staff.

The role is responsible fof' mahaging, designing, developing, coordinating and conducting all training
programmes for Centfe staff. The Training and Development Lead oversees all professional development
within the Centre.

Au haepapa: Accountabilities

Onboarding
e Create and co-ordinate the access of all the onboarding needs of a new Ask Me! Agent
e Induct the new Ask Me! Agent in conjunction with the Health and Safety rep

Knowledge

e Develop and maintain an in-depth knowledge of courses, programmes and services at MIT

e Be conversant with sources of information such as key contacts, maintain/update internal stakeholders
contact list, to ensure Ask Me! Agents are equipped with accurate information

Ask Me! Training and Development Lead — July 2022















Assistant Accountant

Ka timata i konei; Hikina te kounga 0 tou umanga kia puawai. Ki te whai ttiranga koe i konei, ka ti koe
hei tangata ngakau titikaha mo a tatou akonga kia puta, kia angit hoki ai ratou ki roto i ténei ao. Ka
akingia hoki koe kia tipu i au ake pukenga-takitahi, me au pukenga-ngaio. | konei, ka whakatinana koe i
nga matapono o Te Whare Takiura nei, ara, kia matapoporetia te Pono, Te Manaakitanga, Te Hononga
tetahi ki tétahi, me Te Hiranga. Ma konei i Te Whare Takiura o Te Manukanuka o Hoturoa ka taea te ao o
te takitahi, me te ao whanui 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: Accounting Manager Location: Tamaki Makaurau, Auckland

Directorate: Operations

Te aronga o te tliranga: Purpése’ofiposition

This position is an integral part/of the Finance team ensuring the smooth operation of MIT’s standard monthly
and year-end reporting proCesses as well'the integrity of the information in MIT’s finance system.

Essential in this role is attention’to” detail, time management and an ability to prioritise, ensuring deadlines
are met. Key tasks include ensuring an effective control environment by completing reconciliations, assisting
with month end andyyear=end, as well as other reporting requirements and ad hoc analysis. In addition, there
will be opportunitysté develop skills focusing on accounting for revenue and debt . Cross training in other
areas of Finance@perations will ensure the individual in this role develops a good understand of how a finance
function operates as part of an organisation.

Au haepapa: Accountabilities

Control Environment
A proactive team member with attention to detail and a high level of accuracy, you will be responsible for:

e Completion of assigned reconciliations in a timely manner (usually within 8 working days), that are

accurate, and with efficient resolution of reconciling items
e Timely completion of reviews and investigations as assigned

Assistant Accountant — May 2022

















