
 

Curriculum Specialist May 2019 1 

POSITION DESCRIPTION 

Title Curriculum Specialist  

Reports to Professional Practice Manager 

Location AKA Support Office (based in Queen Street) 

Date May 2019 

 

PURPOSE OF POSITION 

Working collaboratively with colleagues in the Education and Innovation team, the Curriculum 
Specialist works with and alongside teaching teams across the Auckland Kindergarten Association, 
building capability in curriculum delivery, internal evaluation and promoting excellent outcomes for 
all children. 
Curriculum Specialist will clearly articulate the learning pathways and promote best practice for the 
inclusion of children with learning support needs and will provide advice and guidance to Area 
Leaders as required to build their capability in early identification and intervention, effective 
inclusion & transition. Working collaboratively with whānau, outside agencies and learning support 
specialists. 

 

 

AKA PURPOSE  As a leading and influential ECE provider, our purpose is to provide 
exemplary ECE services that engage children, whānau and communities in 
relevant, responsive and innovative early childhood education. 

AKA BEHAVIOURS Commitment to Purpose: Manawanui – to show commitment and 
dedication  

Collaboration: Kotahitanga – oneness or unity; working collaboratively 
towards the same goal 

Respect: Manaakitanga – caring and respecting each other 

Trust: Ngākau Pono – to act in a way which shows your trust in others and 
engenders trust in you 

Positive Outlook: Ngākau Pai – to act with positivity 

APPLICABLE FOCUS 
FROM AKA STRATEGIC 
PLAN  

 

Strategic Pillars:  

Educational Excellence – cutting edge pedagogy 

Family & Community Engagement – communities of learning 

Strengthen the Core – High performing employees and effective systems 
and processes 

Future Focus – Innovative and responsive organisation 
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KEY ACCOUNTABILITIES 

Key Accountabilities – Role specific 

Curriculum 
implementation 

Working with teachers, teaching teams and colleagues to ensure that 
in each service: 

 curriculum is underpinned by Te Whāriki and is responsive to 
the interests and cultural identity of individual children and the 
aspirations of families and the local community; 

 curriculum practices address the authentic inclusion of children 
with additional learning and support needs. 

 Understands how to lift practice to optimally support children 
with additional learning needs, by supporting the teaching 
team engagement in internal evaluation processes that 
inquires into any issues affecting success and equity for all 
children 

 curriculum documentation: 
- makes visible the explicit intentions and learning outcomes 

of Te Whāriki 
- makes visible the partnership between parents/whānau 

and the teaching team 
- demonstrates the cycle of assessment, planning and 

evaluation 

 each child’s learning is regularly assessed and recorded; 

 the curriculum is a bi-cultural curriculum, fostering success for 
Māori as Māori;  

 curriculum practices promote children’s social competence;  
 

Engaging parents and 
whānau in children’s 
education 

Working with teachers, teaching teams and colleagues  to ensure that 
in each service parents and whānau are offered genuine and varied 
opportunities to: 

 share their knowledge about and aspirations for their child, 
and actively participate in decision making; 

 regularly engage in learning conversations about their child’s 
progress and achievement;  

 participate in, and contribute to, the programme and special 
events. 

Online Platforms Contribute to the development and maintenance of professional  
e-learning opportunities for AKA/KiNZ teaching teams to deliver on 
strategic curriculum objectives. 
 
Working with teaching teams to ensure that Story Park is effectively 
utilised to: 

 foster a genuine partnership with parents and whānau;   

 regularly inform parents, family/whānau about each child’s 
learning interests and strengths, their progress and 
achievement’s, and their participation in the curriculum of the 
service;  

 promote and respond to parents/whanau contribution. 
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Professional Learning 
and Development 
 
 
 
 

Plan, develop, implement and facilitate targeted advice and support 
(both at an individual service level and in geographic Professional 
Learning Groups (PLGs), within AKA/KiNZ and externally in response to: 

 the self-assessment of kindergarten teams in relation to the 
evaluative questions and indicators of the AKA quality 
improvement process; 

 AKA strategic objectives and projects; 

 Education Review Office recommendations; 

 AKA/KiNZ held contracts;  

 Government strategy and direction. 

Internal Evaluation Coaches teachers and teaching teams to ensure that each service 
implements a documented process of inquiry-based internal evaluation 
that informs practice and promotes continuous improvement, leading 
to improved outcomes for all learners. 

Key Accountabilities - General  

Responsible for aspects  

of own professional 
development 

 Assume responsibility for own professional development and 
continuing education.  

 Establish annual goals, objectives, performance targets and 
strategies to meet these.  

 Attend educational opportunities relevant to the role.  

Contribute to the overall 
service of the AKA 

 Ensure opportunities for continuous improvement are identified 
and addressed.  

 Participate in continuous improvement activities across the AKA. 

 A quality customer service focus is applied to all interactions with 
both internal & external customers.  

 Contribute towards the effective functioning of the kindergarten’s 
relationships with the Association and the wider community. 

 Represent AKA at meetings, on working parties, and in the 
development of papers and submissions, as agreed. 

Individual health & 
safety responsibility 

 Act in accordance with all AKA health and safety policies and 
processes; and take accountability for own health and safety at 
work. 

 

AUTHORITIES 

This position has the following delegated authority: 

NA 

Direct Reports (if applicable): 

NA 

Budget Accountability (if applicable): 

NA 
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RELATIONSHIPS 

External Internal Committees/Groups 

 Ministry of Education 

 Researchers /research 
agencies 

 Professional Practice 
Manager 

 General Manager Education 
and Innovation 

 Education and Innovation 
team 

 Support Services colleagues 

 Area Leaders, AKA Head 
Teachers and teachers 

 KiNZ Centre Managers and 
teachers  

 As delegated 

PERSON SPECIFICATION 

 Essential  Desired 

Education, Qualifications and 
experience 

 Diploma in Teaching (ECE) 

 Fully registered as an 
Experienced Teacher with the 
Education Council of 
Aotearoa New Zealand 

 In possession of a current 
practising certificate 

 Experience in leading and 
facilitating Professional 
Learning and Development  

 Experience in leading inquiry 
based internal evaluation 

 

 Bachelor Education ECE 

 Post graduate qualification 
or currently in professional 
learning course focussed on 
inclusive education 

 Qualification / experience in 
adult learning 

 Experience in the utilisation 
of online learning platforms 

 Experience in supporting 
children’s language 
development and or oral 
language programmes, IY or 
positive behaviour 
programmes or Way to Play, 
ASD programmes 

 Child protection 
specialisation 

Driver’s license  NZ Full Driver’s license  
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KEY ATTRIBUTES 

Competency Description 

1. Teamwork Collaborates with fellow team members and other work groups to achieve 
objectives  

Seeks out opportunities to support others in achieving goals  

Recognises and respects individual differences 

2. People Orientation Demonstrates the AKA Behaviours in all interactions with colleagues, 
internal and external stakeholders 

Develops positive working relationships with colleagues  

Interacts professionally and positively with customers, callers and visitors at 
all times 

Promptly responds to requests with accuracy and a courteous demeanour 

3. Self-Management Able to work independently with minimal guidance, but also capable of 
working collaboratively  

Proactive and motivated 

Solutions focused 

Sets & maintains high standards and persists in overcoming obstacles 

Demonstrates trustworthiness and confidentiality 

4. Organisational 
ability 

Time Management: Completes tasks in a timely manner, taking into 
account critical deadlines 

Space Management: Effectively manages the workspace (i.e. keeps a clean 
and organised office, appropriately handles all paperwork, maintains 
control over the physical environment, etc.) 

Task Management: Balances conflicting priorities in order to manage 
workflow and ensure the completion of essential tasks 

5. Planning and 
Monitoring 

Plans to accomplish goals, establishes timeframes and allocates resources  

Monitors progress and addresses problems to achieve outcomes 

Attention to detail 

6. Communication - 
Interpersonal Skills 

Excellent written and oral English communication skills 

Actively listens, drawing out information and checking understanding 

Telephone/email: Uses high quality, professional oral and written skills (as 
described above) to project a positive image of the AKA 

7. Value Diversity Understands the significance of Te Tiriti o Waitangi 

Displays cultural sensitivity  

 

 

  



 

Curriculum Specialist May 2019 6 

WORKING FOR AKA – EXPECTATIONS OF EMPLOYEES 

 

CITIZENSHIP 

All employees are expected to contribute to the innovation and improvement of Auckland 
Kindergarten Association as an organisation. This means: 

 Using resources responsibly 

 Modelling AKA values in all interactions 

 Maintaining standards of ethical behaviour and practice 

 Meeting AKA’s performance standards 

 Participating in organisation development and performance improvement initiatives 

 Raising and addressing issues of concern promptly 

 

THE EMPLOYER AND EMPLOYEE RELATIONSHIP 

We have a shared responsibility for maintaining good employer/employee relationships.   This 
means: 

 Acting to ensure a safe and healthy working environment at all times 

 Focusing our best efforts on achieving AKA’s objectives 

 Ensuring performance expectations are transparent (available in documented format) and 
understood by both the employee and their direct manager and/or professional leader   

 

CONSUMER / CUSTOMER / STAKEHOLDER COMMITMENT 

All  employees  are  responsible  for  striving  to  continuously  improve  service  quality  and 
performance. This means: 

 Taking the initiative to meet the needs of the consumer/customer/stakeholder 

 Involving the consumer/customer/stakeholder in defining expectations around the nature of 
the services to be delivered and the timeframe 

 Keeping the consumer/stakeholder informed of progress 

 Following through on actions and queries 

 Following up with the consumer/customer/stakeholder on their satisfaction with the services 

 

PROFESSIONAL LEARNING AND DEVELOPMENT 

As the business of AKA develops, the responsibilities and functions of positions may change. All staff 
are expected to contribute and adapt to change by: 

 Undertaking professional development 

 Applying  skills  to  a  number  of  long  and  short  term  projects  across  different  parts  of  the 
organisation 

 Undertaking such development opportunities as AKA may reasonably require 

 

 

 

 


