
 

 

 

 

 

 

 

 

 

Reports to:     Head of Student Success & 

Experience 
Location: Otara Campus 

Directorate:     Student Journey Grade/Band: Management 

 

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:  

Provide dedicated leadership of MIT’s Children Education Centre to support all pre-school children and their 

parents, who study at Manukau Institute of Technology (MIT), staff and the wider community. Responsible 

for promoting the strategic direction and financial aspects of the Centre’s programs, supervision and 

mentoring early learning teachers along with operational support staff, designing program plans, managing 

daily operational activities and all administration responsibilities.   

 

Key Accountabilities: 

1. Leadership 

 Be the main contact person for the licence of the Children’s Education Centre and be responsible for 
ensuring compliance requirements are met within agreed timeframes 

 Lead a team of teaching staff, kitchen staff, casuals and ensure staff are supported and developed to 
provide high quality childcare services and continuous improvement 

 Ensure all children at the Centre receive high quality early childhood education based on Te Whaariki 
Curriculum 2017 and other similar teaching guidelines 

 Foster partnerships with students and whanau to ensure needs of both the parents and children’s 
learning needs are met 

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. 

 

 

Job Description: Children’s Education Centre Manager 

Student Experience and Success  



 

 Identify current trends and thinking in early childhood education to inform centre development 
practices to enhance the children’s learning experience 

 On review of MIT’s strategic plan, develop and implement the Education Centre’s annual operational 
plan utilising SWOT analysis and other relevant planning resources 

 Ensure all practices reflect the Ministry of Education’s Institutes strategic plan and its reporting and 
compliance requirements 

 Recruit and train new staff using the New Staff Induction process and staff development plan 

 Review staff performance each year using the appropriate review process for recommending 
development, recognition and reward opportunities    

 Lead the ERO process to ensure the Centre is well prepared for annual reviews and all staff are guided 
and committed to improve the Centre’s overall performance and rating 

 
2. Budgetary  

 Work with the Head of Student Experience to review and monitor allocated budget to ensure the 
centre meets minimum financial expectations 

 Forward all financial requests to the Head of Student Experience and Success for approval 

 Carefully and regularly monitor allocated budget to ensure the centre follows correct financial 
processes to meet minimum financial expectations 

 Meet monthly with Head of Student Success & Experience and Finance Business Partner to review 
financial status 

 Monitor Education Centre revenue levels via Info-care and TechOne  

 Ensure all revenue information and correspondence are forward to finance to support budget 
forecasting  

 Prepare weekly staff rosters and work schedules/absences to ensure child-teacher ratios meet 
Ministry and bulk funding requirements. 

 Recruit casual staff when needed to cover teacher absences and approve timesheets 

 Using Info-care, ensure Bulk Funding Returns are completed one month prior before processing 
funding periods every March, July and November.  

 Complete and return an RS7 before first week of July annually, to determine MIT’s entitlement to 
extra funding-equity. 

 Monitor overdue debts and when applicable refer to debt collection agency 

 Ensure all late payments and debt are recorded for follow-up, reporting and quick resolution  
 
 
3. Communication 

 Ensure regular leadership team meetings with team leaders are held to maintain practice standards, 
resolve and support operational matters and meet compliance requirements 

 Discuss with Head of Student Success & Experience any significant changes or risks concerning 
students and MIT.  

 Prepare comprehensive monthly report for Head of Student Success & Experience to include KPI’s, 
service plan and delivery objectives, financial status. 

 Build strong collaborative relationships with families, staff and the South Auckland community. 

 Keep families informed with regular Education Centre newsletters and notices. 

 Look to resolve parent’s concerns quickly to ensure whanau engagement levels are maintained.  

 Act as a representative on the Staff Advisory Committee held within the School of Education at MIT. 

 Support and guide students (MIT and University of Auckland) on Practicums and /or Sustained 
Practice. 

 Continue to engage in day-to-day teaching for at least 25-30% of the time each week to role model 
quality teaching practices, demonstrate expectations and support high-demand times  



 

 Coordinate teaching staff to assess and plan children’s learning and critical thinking 

 Mentor teachers to ensure they constantly meet the Aotearoa New Zealand Teaching Council 
Standards 

 Update staff on preparations for the annual ERO process and ensure everyone contributes to 
improving the performance and rating of the Centre 

 Deliver team development sessions and annual operational plans. Ensure these reflect Ministry 
Requirements, Review of practice, and reflects Current Ministry of Education Institute Strategic Plan. 
 
 

4. Compliance 

 Ensure centre practices meet MOE and ERO expectations at all times, and where compliance is not 
met develop and implement solutions  

 Regularly review the philosophy, practice, policies and regulations as part of a self-review cycle 

 Ensure that accurate and relevant records are kept to meet ECE Regulations and are archived 
appropriately 

 Lead and be involved in the implementation of the services internal evaluation procedures 
 
 
5. General administration 

 Manage the front desk and incoming calls ensuring all customers are greeted in a culturally 
appropriate manner and provided with the relevant information and services they require 

 Interview and meet prospective new parents  

 Using Infocare system ensure systems are in place to manage the enrolment process, including 
completing WINZ subsidy and enrolment check list 

 Complete salary sheets to payroll in time to meet payment schedule 
 
 
6. Performance  

 Ensure all Education Centre staff are given every opportunity to perform at their best, to meet or 
exceed their annual objectives.  

 Manage and monitor that all Team Leaders complete requirements of PERFORM system as per MIT’s 
annual timeline. 

 Undertake and ensure a PDP (professional development plan) is prepared for the Education Centre 
and one for each team leader.   

 Manage staff well-being through the monitoring of leave balance levels and staff engagement.  

 Manage annual leave liability to ensure calendar leave plans are in place for all staff.  

 
 
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 
 
To champion and support MIT’s commitment to Te Tiriti o Waitangi and enable your team to promote a 
bicultural environment. 
 

 Ensure that Te Tiriti o Waitangi is embedded in all strategies, policies and activities engaged in and 
developed by your team. 

 Enable your team members’ professional development by supporting them to take advantage of all 
learning opportunities relating to Te Tiriti o Waitangi. 

 Ensure that the environment for employees and students is culturally responsive and supports MIT’s 
commitment to Te 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 

 
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. 
 
 
 



 

Job Dimensions: 

FINANCIAL AUTHORITY: 1000 
 
BUDGET SIZE:   $900k 
 
REVENUE: $900k 
 
STUDENT EFTS:   N/A 
 
FTE:    9.1fte 

 

Direct Reports: 

Early Learning Teaching staff, Chef, Kitchen Assistant, Casuals  
 

Relationships:  

Internal: External: 

Head of Student Success & Experience Ministry of Education 

Executive General Manager – Student Journey Ministry of Social Service 

Education Centre children and families Special Education Services 

Education Centre Staff Early Childhood Sector 

Student Journey Team Other tertiary providers 

Assistant to EGM, Student Journey  

School of Education  

Finance Business Partner, Finance Department  

HR Business Partner, People and Culture  

Other Manukau Institute of Technology 
Departments 

 

 

 
 
Experience & Qualifications:   

Essential:  

 A teaching qualification at a Bachelor’s level, preferably in ECE 

 5-7 years Centre leadership experience or people leadership in a similar environment  

 Sound business acumen and budgetary experience   

 Sound ICT skills 
 
Preferred:  

 Post Graduate qualification 

 Experience in Educational environment 

 ICT Educa (Learnings stories) and Info-care administration 
 



 

 Competencies:    

 Inspiring Others: using interpersonal styles and methods that inspire and guide individuals 
toward higher levels of performance; modifying behaviour to accommodate tasks, situations and 
individuals involved. 

 Leadership: modelling the vision and values, being action orientated, making decisions taking 
into account associated issues and shaping team or group priorities to reflect the organisation’s 
vision and values. 

 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. 

 Building a Successful Team: uses appropriate methods and a flexible interpersonal style to help 
build a cohesive team. 

 Business Acumen: developing and incorporating an understanding of the competitive business 
environment as well as an awareness of economic, social and political trends that impact the 
organisation’s strategy. 

 Decisiveness: formulates clear decision criteria, makes sound decisions and commits to and 
implements or initiates action promptly. 

 Establishing Strategic Direction: establishing and committing to a long-range course of action to 
accomplish a long-range goal or vision after analyzing factual information and assumptions 
taking into consideration resources, constraints, and organisational values. 

 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. 

 


