Payroll Services Manager

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: Finance Manager Location: Tamaki Makaurau, Auckland

Directorate: Finance and Busjmess.Sefvices

Te aronga o te tliranga: Purposé of positien

This role sits within the Finance functien=and will report to the Finance Manager. It is a management role
within the company and/Wwill oversee the full payroll function, therefore being a critical role in our business.
This role is responsible-for all elements of Payroll and will include:

e Manage, control and=process Manukau Institute of Technology's payroll, ensuring accurate and timely
payment of salaries.

e Provide accurate reporting to relevant business partners based off the Service Levels that are set.

e Beingresponsible for the integrity of the pay rules and data within the payroll system and for the provision
of reports, files and interfaces required by stakeholders related to the Payroll function.

e Being responsible for the data integrity of the payroll system ensuring that all data in managed
appropriately.

e Responsibility for all month end payroll processes overseeing and delegating to the payroll
administratoras necessary.

This role has one direct report and will be required to oversee (and check as necessary) their work, coaching
and developing as necessary. The nature of this function and reliance on the small team, means this role will
have a strong team outcome focus that will need to be hands on if necessary to cover leave, breaks or training.

Payroll Services Manager — January 2022


















People Experience HRIS Analyst

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 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: HRIS Manager QQ L?ﬁpn: Tamaki Makaurau, Auckland
Directorate: People and Culture@ 2@

v O

Purpose of Position Q

Te aronga o te tdranga

Reporting to the HRIS@% Peop\ d Culture, this position will form part of the People Experience
r th

Team and be respo ensuring that MIT’s HRIS system — MyMIT - continues to meet the needs of the
Institute, including: ?x/

e overseeing @ata management
° mair\?ﬁm\eprocesses such as onboarding, off boarding and position management

° ational structure updates

e SAP Updates
This role will also contribute to the institute reporting requirements and MIT’s remuneration processes.

Critical to the integrity of the system, this role is firstly responsible for setting our data management principles
and then for looking after the integrity of that data and processes.

People Experience HRIS Analyst November 2022















Personal Assistant to General Manager

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: General Manager,Manukau\Campus ¢, Location: Tamaki Makaurau, Auckland

Directorate: Academic

Te aronga o te tliranga: Purposé of positien

The Personal Assistant(PA) is the “face” of the office of the General Manager (GM). This role helps build a
positive brand for¢he GM’s office by.delivering an excellent level of customer service. The PA is a trusted
advisor and support to the GM, delivering effective problem solving and office management that allows the
GM to “let go of the details™\in’ complete trust that they will be dealt with. The PA works closely with the
General Manager to assist the Institute in achieving its goals.

Au haepapa: Ac€ountabilities

PA support

e Provides general secretarial support to the General Manager.

e Screens, redirects or responds to calls, emails, requests and correspondence received.

e Ensures that contact with the office of the General Manager is proactive, friendly and focused on the
needs of the customer.

e Organises and maintains the General Manager’s diary by co-ordinating their external commitments,
internal pre-agreed meetings and other urgent appointments.

e Makes travel arrangements as required.

e Assists the General Manager with administrative tasks as directed.

Personal Assistant to General Manager — February 2022















Portfolio Manager

Reports to:  Executive Director, Location: Tech Park, Manukau
ConCOVE
Directorate: ConCOVE Type:

ConCOVE (hosted by MIT) was launched in 2020 and is tasked by the Tertiary Education Commission (TEC)+to'€ngage
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 trainingttodddress thesé’needs. Areas
of particular focus are entry, diversity, disruption, career progression, and sustainability.

Purpose of position:

The Portfolio Manager is one of a number of identical positionsswith collective'responsibility for ensuring the
success of an ongoing programme of work that will deliver the outcomes required to'achieve the ConCOVE project
areas. The Portfolio Manager will work across a range of projécts to‘ensure thatthe ConCOVE work programme is
cohesive, demonstrates clarity of vision and minimises duplication. It i§ essential that the ConCOVE, through its
programme delivery team, is well connected across industry, tertiary edueation providers, other stakeholders and
government.

Key result areas:
Project Management Framework

In collaboration with other Portfolio Mdnagers and, the Deputy Director delivering to an end-to-end project
management programme regime which:
a. Provides visibility of dll sinitiatives€thfoughout the project management lifecycle (including the
measurement of benefits after implementation)
b. Encourages consistencyfor planfingiand controlling the delivery of projects and the measurement of post-
implementationoUtcomes
c. Can be tailored to"project.size, complexity and relative risk
d. s aligned with best practice
e. Ensures that project”design gives effect to the needs of Maori and other under-represented learners.

Timely delivery of a strategic portfolio of projects

In collaboration with/other Portfolio Managers and the Deputy Director managing a portfolio of projects, change
initiatives** apd related activities which:
a. Ensuresithe right projects are delivered in the right order to achieve the ConCOVE's strategic objectives
b. Leverages synergies across collections of proposed projects to deliver better outcomes for a wider group
of stakeholders for a reduced cost compared to the sum of costs for individual projects
c. Maintain financial overview of project costs.
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Reporting

In collaboration with their fellow Portfolio Managers and Deputy Director reporting delivery status and portfolio
outcomes to stakeholders through the Executive Director, ConCOVE.

Manage the collection of datasets and knowledge bases

In collaboration with other Portfolio Managers and the Deputy Director, and wider team moderate and administer
the collection of datasets and knowledge bases which the ConCOVE maintains for the benefit of the cohstruction
and infrastructure sector.
As the moderator and administrator, the Portfolio Manager will:
a. Monitor submissions to the datasets and knowledge bases to ensure they atre.consistent/with the objectives
of that system
b. Investigate issues, provide customer support and respond to queries/@s appropriate.
Together with the Executive Director, manage reporting of data and knowledge bases to the wider
stakeholder community.

Te Tiriti o Waitangi

a. Work with Te Tiriti o Waitangi partners to co-design functiens and dctivities and influence, engage and embed
initiatives across the system.

b. Ensures that our work is informed and agreed by out partners and meets their reporting requirements.

Creates strategies for the ConCOVE Tahurathat support Maori Crown relationships.

d. Influences positive behaviours within industries and empleoyers to impact success for Maori in the VET system.

o

** A change initiative is an activity where stakeholders’recognise the current state is undesirable, but the future state is not yet
able to be defined. While project management methodologieswill still be applied where appropriate, it is recognised that making
progress will be more of a journey and the outcéme mightinot be determined until the very end. Should it be recognised, during
that journey, that the end state can now’beiclearly defified, the initiative may be converted to a formal project with defined
scope, deliverables, success measures ete,if that is deemed the best option at that time.

Organisational obligations
a. Contribute to'evolving the business through personal role delivery and effective teamwork.
b. Commit to operating within“CoenCOVE and MIT methodologies and policies.
c. Promote a safe andshealthy workplace by undertaking responsibilities as outlined in MIT’s health and
safety policy andyprocedures.
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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Job Dimensions:

Financial

Authority As authorised through Executive Director and Deputy Director

approved delegated authority.

Budget Size

approved delegated authority.
FTE n/a
Direct reports: n/a

Relationships

As authorised through Executive Director and Deputy Director

Internal:

External:

ConCove team

ConCOVE Board (via Executive Director)

MIT (Te Pikenga) staff

Industry advisory groups (Maori, Pacific and
Women'’s)

Researchpartners

Industry stakeholders

Vogcational education andstraining (VET) providers
(Wananga, PTEs, Universities, Te Pikenga, Schools)
Rélated Workfarce Development Councils (WDC)
Technical /‘academic advisory group

Maori stakeholders

Colléagues+in other COVEs

Skills, including but not limited to;
1. Portfolio management
e  Business strategy planning
e  Business case assessment
e  Prioritisation
e  Performance measurement/and reporting
e  Resource planning
e  Portfolio risk and,isstres management
e  Stakeholder relationshipamapagément
2. Project and change initiative‘'management
e  Project planning
e  Project delivery
e  Project risk and issue management
e  Progresseperting

e Tea

m building

¢  Conflict management

3. Reporting

e  Statistical and business analyses
e  Report production

Detail oriented

° Service oriented
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4. General competencies

Good understanding of tikanga Maori

Decisive

An effective communicator (verbal and written)
Organised and resourceful

Good time manager

Self-motivated

Sense of humour

Team player

Core competencies and experience
The Portfolio Manager will be:

A proven influencer and communicator with stakeholders at all levels.

An experienced portfolio manager with a strong background indportfolio asslirance, governance and
methodology.

Experienced in business analysis and strategic planning, including requirements definition and business case
production.

Able to facilitate and oversee projects — including virtual-projects — to,achieve ConCOVE objectives to scope,
within budget and on time.

Able to manage discrete projects efficiently and effeetively when required without compromising the quality
of portfolio delivery.

Able to administer a range of data and information repositories, including those which can be accessed by
external users.
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MIT Specific Information
Health & Safety:

e 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.

e 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 Matauranga Maori, Te Tifiti/0 Waitangi and the application of
Ako (Maori pedagogy). MIT is deliberate in the use and reference to ‘Te Tiritio\Waitangi’ as.it isan acknowledgement
of the valued Maori language version of The Treaty of Waitangi.

Te Tiriti o Waitangi is one of the key guiding documents for educatioh in‘Aotearoa, New Zealand. It guarantees equal
consideration, protection of taonga Maori, and partnership betwéen’the Crown and the Maori 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.Maori employers and

communities and to reflect Maori-Crown partnerships toensure that'its'governance, management, and operations
give effect to Te Tiriti o Waitangi and to respond to‘the needs of, and improve outcomes for, Maori learners,
whanau, hap, and iwi” (Part 1, clause 9(1)(g))".

All MIT staff are expected to:

e Build and have an understanding of/the valtieyand principles of Te Tiriti o Waitangi and how this can be
applied to support educatienalsuccess for'Maori; and

e Ensure that the staff are"dawate of theif, responsibilities to apply the values and principles of Te Tiriti o
Waitangi in supportsof'a bieultural environment.

e All team membess t0 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.

e All team members to atteénd 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 enviconment where
achievement can be nurtured.

We care for others to nurture achievement.

WE ARE CONNECTED

We build valuable partnerships with industries, businesses and individudls, Where knowledge is shared and created
without silos, fences or egos. When others talk, we really listen. Wé'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 aiffthigher in everything we do. So, we push boundaries and exceed
expectations. It’s the way we achieve great resultsiand the reason we get to celebrate success.

We get great results and celebrate success.
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Programme 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: Project Manager Location: Tamaki Makaurau, Auckland

Directorate: Special Projects

Te aronga o te tliranga: Purposé of positien
To support the Prograpmme Managertwithy the administrative responsibilities of Te Ara Oranga (TAO):

Pathways to Wellbeing!,Project, the Tertiary Re-engagement for Health Workforce Pathways programme.

Au haepapa: Accouhtabilities

o To work with the Programme Manager to liaise with departments and staff to organise meetings, training
and project management aspects of the programme.

o Development of’systems and processes

e Collection of/data for reporting and monitoring purposes

e Take minutes/of meetings

e Manage emails and communications as required

e Support the Programme Manager with completion of the programme action plan

e Set up and manage databases

e Support the Programme Manager with programme expenses and invoicing

Carry out any tasks/activities delegated by the Programme Manager

Provide general administrative support to project team when required

Support team as directed by Programme Manager

Draft monthly reports for senior management & governance reporting with the Programme Manager i.e.

TAO Steering Committee.

e Provide contingency cover for Success Coach and Tertiary Engagement Advisor roles.

Programme Administrator — February 2022












Quality 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 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: Academic Centre Man L%?fon: Tamaki Makaurau, Auckland
Directorate: Academic @ Q§

4 v

Te aronga o te turanga: Purp%f pos'tEQ

To provide high calibr t to the mic Quality Leader in order to ensure that MIT has a robust and
fit for purpose qu a eworW one that guarantees that the Institute meets all internal and external

quality requirement \?~

Au haepapa: Accountabiliti

iti
e

Analysis and adyic
In consultatii: ith the Academic Quality Leader and General Manager, Academic Services:

e provide ysis and advice on legislative requirements, NZQA rules, and external regulatory and standard
setting body requirements relating to academic quality;

e examine and interpret complex sets of information, draw conclusions, report, and recommend
practicable courses of action;

e provide analysis and advice on academic agreements with external organisations and other documents
and draft responses where appropriate; and

e prepare quantitative and qualitative reports as required for self-assessment and continuous
improvement purposes.

Quality Advisor — February 2022















Safety and Wellbeing 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 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: Safety and wellbeing Manager Location: Tamaki Makaurau, Auckland

Directorate: People and Culture

Te aronga o te tliranga: Purposé of positien

To work with key MIT leadership, managers and staff to develop and implement the organisational Safety and
Wellbeing, enviropmentalland AEC operational programs to ensure a safe, healthy, environmentally friendly
and accident free work environmentaccording to the relevant legislation.

Au haepapa: Accountabilities

Health & Safety Leadership
e SupportSafety and Wellbeing Lead to engage MIT’s Senior Leadership, staff and students
intd a compelling vision for Safety and Wellbeing that they will be committed to supporting
e Actsas an engaging business partner for Safety and Wellbeing working with the different
parts of MIT to understand their needs and help them implement the Safety and Wellbeing
strategy in a way that best meets their requirements

OHSMS

e Ensures leadership and management of Health and Safety practices and policy within area
of responsibility

Safety and Wellbeing Advisor — February 2022















Schools and Community Liaison

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: Schools and Communityy Team ¢ Location: Tamaki Makaurau, Auckland
Leader
Directorate: Schools and Comimunity

Te aronga o te tiranga:Purpose of position

To assist MIT anddepartments meet their recruitment goals with a particular on school leavers, Maori and
Pasifika.

To provide up-to-date aeCurate’information and advice on Manukau Institute of Technology (MIT) and its
programmes to key schoels.and communities, thereby encouraging the recruitment of new students to MIT.
To work with community organisations to assist prospective students to further embrace education and
encourage, whére/applicable their enrolment into programmes provided by MIT.

Au haepapa®™A€countabilities

To recruit students to MIT through the promotion of the institute and its programmes to secondary
schools and the community, with particular emphasis on school leavers, Maori and Pasifika.

e Establish and maintain positive links with local secondary schools and other relevant organisations
and their staff.

* Provide up-to-date, accurate information and advice on MIT and its programmes to schools and
local communities and organisations.

Schools and Community Liaison —Jan 2022















Secretariat 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: Manager (Academic Centre) Location: Tamaki Makaurau, Auckland

Directorate: Academic Quality

Te aronga o te tliranga: Purposé of positien
To provide effective administrative supportto the operations of the Academic Centre, assisting to achieve

the goals and kaupapawof'Manukau Institute of Technology (MIT) to ‘transform the lives of our students,
their families and €ommunities’?.
As part of the Academic Centre Seeretariat, this role is pivotal in providing secretarial services to MIT’s
academic governance committees, but also contributes to the support of these key areas:

* Student Surveysiensuring surveys are managed within procedure

* Academic®rogramme Library: ensuring that the library is current at all times

* Undertakirig administrative tasks relating to literacy and numeracy testing
Providing sdpport to various events including: Symposium, the Teaching Excellence Awards, Monitor visits and
Consistency reviews, regular meetings of the Academic Leads Curriculum and/or Quality

Au haepapa: Accountabilities
General

Provide customer-focussed administrative support to Academic Centre managers and staff in line with
organisational policies, procedures and legal requirements:

! Manukau Institute of Technology Strategic Plan 2018 — 2023, p5.

Secretariat Administrator — February 2022















Senior Accounts 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: Accounting Manager Location: Tamaki Makaurau, Auckland

Directorate: Operations

Te aronga o te tliranga: Purpése’ofiposition

Responsible for actioning payments ffeamMIT Ltd bank accounts, reconciling and maintaining the integrity of
the banking functionjaceufately,recording cash flow and provide a customer focused Accounts Receivable
function that ensurés invoices+are‘pfocessed in a timely manner and that bank transactions are allocated
accurately.. This role also_prevides accounting assistance, backup and support to the Senior Accounting team
as required. The role will work with the Finance and Business Services team together with administrators and
managers from theswider MITL business and as such will require a proactive attitude, sound communication
skills and the ability to prioritise work.

Au haepapa: Acgountabilities

Bank account reconciliation

e Ensure items matched accurately both in the bank statements and bank ledger in a timely manner
e Ensure queries are followed up in a timely and proactive manner

e Complete accurate bank reconciliations within required timelines

e Action treasury requirements such as drawdowns and repayments as directed, while ensuring all relevant
policies and procedures are adhered to

e File and check treasury and banking confirmations and information
e Action authorised bank payments such as 20th month payments, payroll, etc

Senior Accounts Administrator — July 2022


















Senior 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 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: Finance Manager Location: Tamaki Makaurau, Auckland

Directorate: Finance and Business{Services

Te aronga o te tliranga: Purposé of position

This position is responsible for providing,a‘customer focused Accounts Payable function that ensures suppliers
are paid accurately’and on timeAThis role is varied by the nature of work. It is responsible for all accounts
payable administration and coordination duties and will require proactive work attributes and the ability to
think on your feet and prioritiseiwork.

Au haepapa: Accountabilities

Accounts Payable’Administration
A proactivelteam member with attention to detail and a high level of accuracy, you will be responsible for all

facets of accolints payable administration including (but not limited to):

e Ensuring invoices are processed and coded in a timely manner in accordance with policy and procedures.
Achieving Accounts Payable team KPls, service levels and timelines.

Resolving invoice match exceptions.

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

Responsible for issuing payment remittance advices in a timely manner.

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

e Responsible for processing employee expense claims.

Senior Accounts Payable Administrator — January 2022















Senior Network Engineer

Ka timata i konei; Hikina te kounga 0 tou umanga kia puawai. Ki te whai ttiiranga 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 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: Infrastructure Manager Location: Tamaki Makaurau, Auckland

Directorate: Technology Servijees

Te aronga o te tliranga: Purposé of positien

Create, maintain and‘upport Manukau Institute of Technology’s (MIT) infrastructure, with the focus on
availability and improvemeént of the network. Ensure that the network services are accessible, up to date and
function as expected. Providé&“highvquality customer service through excellence in technical support and
advice to key stakeholdershand by assisting TS in meeting its service targets. Assist in evaluating new
products/improvements andjthat these are transitioned into production in an acceptable and professional
manner.

Definition:

Technology/Services and supporting infrastructure are defined as:

MIT’s communiCations infrastructure both wired and wireless for the delivery of voice and data services, data
centre connectivity, network security and the associated monitoring and performance analysis environments
for these services. It includes all network infrastructures, access services (local and remote) and external
services such as Internet providers.

Senior Network Engineer February 2022




















