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POSITION DESCRIPTION | TE WHAKAATUARAKI MAHI  

	Position Details

	Position Title
	Technician

	Main Area of Support
	Carpentry Trade / Building Site Supervision

	Business Unit
	School of Construction, Electrical, Plumbing & Automotive Trades

	Reports to
	Technical Services Manager

	Date
	August 2025



Whitireia and WelTec: Our Purpose (Ko tōna iho)


Whitireia (Te Kura Matatini o Whitireia) and WelTec (Te Whare Wānanga o te Awakairangi) are highly respected institutes of technology established under the Education Act. In 2012 the institutes formed a strategic partnership to build on the strengths of the existing institutions through greater collaboration. The key driver of the partnership is putting ākonga first and together we serve ākonga in the Wellington region and across New Zealand.

Whitireia and WelTec change lives. We provide professional, vocational, and foundation education where ākonga learn the real skills they need to build careers and successful productive lives. We work collaboratively with employers to ensure our training is relevant and we contribute to the economic and social well-being of our communities by providing people with the applied and life skills needed for success. We do this for school leavers, those in employment who are upskilling, and those returning to work or changing careers. We offer all levels from foundation courses to specialised Masters degrees, across a range of subjects.

Our Guiding Principles (Ngā Mātāpono)


We put people at the heart of everything we do. Key principles that underpin the way we operate include:
 
Te Tiriti o Waitangi – Uphold the commitment made by the Crown to Rangatira, including the acknowledgement of rangatiratanga and responsiveness to Māori. Understanding that Te Tiriti o Waitangi is foundational to every aspect of the education system and the relevant principles need to be operationalised in our organisations.

Flexibility – providing for the diverse needs of learners through blended and adaptable teaching and learning models and engaging and valuing ākonga as individuals with unique needs and aspirations. 

Community engagement – engaging actively with Iwi and priority groups to encourage participation and success; alignment with secondary schools to provide seamless transitions into tertiary study; close involvement with local communities and economic bodies.

Active collaboration – working hand-in-hand with industry and employers to ensure the relevance of vocational education to the needs of industry. Providing real-world learning experiences for ākonga, increasing industry productivity through sharing knowledge and research and collaborating with Government to align with broader New Zealand objectives and resources.

Leadership – providing a framework and a vision for the vocational sector in New Zealand that garners support from education providers, Government, industry, learners, their influencers and the communities we serve.

Advancement of New Zealand – providing measurable economic and social benefit to New Zealand through increasing capability and employability of ākonga, supporting international ākonga engagement (onshore and offshore), building economic resilience, entrepreneurial capability and a skill base that is transferable and transportable on a global basis.

Position Purpose (Take Tūranga)


The Technician supports the delivery of quality learning programmes within the School of Construction, Electrical, Plumbing & Automotive Trades through managing class materials, tools and equipment, arranging purchase orders and tracking deliveries, maintaining supplier relationships, basic financial monitoring and delivery of equipment and resources for programmes as well as day to day manual tasks that allow the programmes to run smoothly for tutors and students.

The Technician will work closely to support tutors in preparing teaching spaces with appropriate resources prior to classes and will monitor as required. This role will also include management of materials, plant and equipment, workshop and site preparation and tidying and may include assisting Tutors in the classrooms and workshops.
The position requires a degree of moderate/heavy lifting and other physical activities throughout the day. This role is suited for someone who is physically fit.

Key Accountabilities

Responsibilities of this position are expected to change over time as WelTec and Whitireia respond to changing needs. The incumbent is expected to adapt and develop as the environment evolves. You will have a main support area, as specified in the Position Details on page one, but you will be expected to provide support to other support areas as required by your manager.


Supporting Education Programme and Course Design and Delivery
· Effectively support delivery of the School’s courses, programmes and classes with timely supply of relevant information, materials, tools, equipment and machinery
· Ensure the School’s stock of tools, equipment, machinery and materials are properly recorded, stored, accounted for and well maintained to industry standards and Institutes’ Health & Safety policy and guidelines
· Support day to day classroom and workshop activities for tutors where appropriate
· Ensure stock levels across the school are managed, maintained and kept at appropriate levels
· Meet the Institutes’ policies, processes and guidelines
· Actively develop own stock, and equipment knowledge and systems to meet budget requirements
· Keep up to date with developments within the industry i.e. equipment, machinery and new products, currently or that may potentially be utilised across programmes
· Build and maintain relationships with key suppliers to best benefit the organisation and programmes
· Proactively seek new ways of working to best support the School and team
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	Management of Self and Others
· Actively and positively contribute to the School through team meetings and other aspects of the role
· Contribute to the delivery of successful projects aligned to the Schools and the Institutes’ business plans
· Effectively organise, plan and manage resources across the School’s programmes
· Maintain the security of School equipment, machinery and materials
· Positively promote the School, programmes and the Institute
· Other duties as directed by the Head of School or his/her nominated representative


Self-Assessment

· Take an active part in the team’s annual self-assessment process by incorporating evaluative self-assessment into your own work

	Health and Safety
· Maintain knowledge of Health and Safety procedures, and actively support safe work practices in your work area.
· Take all practicable steps to ensure you don’t harm yourself or anyone else.
· Comply with health and safety procedures as outlined in Taikura, in particular reporting all incidents and proactively identify hazards and support their management.

	Collaborative Relationships
· Develop and maintain strong, positive and collaborative relationships that enhance the strategic partnership of WelTec and Whitireia.
· Work with others collaboratively and constructively to achieve successful outcomes.
· Support the work of the Team and wider Institute campuses by actively learning and developing, and responding to constructive feedback in order to continually improve the quality of work produced.
· Develop and maintain the trust, respect and confidence of colleagues.

	Valuing and Nurturing Diversity
· Recognise and positively respond to the different needs of particular groups and individuals within the Institutes’ communities.

	Culture
· Support and maintain a culturally safe environment and recognise the role of the Treaty of Waitangi (Te Tiriti o Waitangi) in providing a framework for this in Aotearoa/New Zealand.

	Other Duties
· Any other duties as requested by your Manager/Director.



Key Capability Requirements

Technical Skills
· Industry experience/qualification in a related discipline e.g. construction or engineering
· Physically fit and able to be on feet for all of the day
· Full drivers licence (manual & auto)
· Relationship management. Able to communicate and converse positively with a wide range of clientele, staff and students, internal and external customers
· Have leadership and self-management qualities and show initiative
· Work well independently and within a team environment
· Excellent self and time management and planning skills
· Information technology and communication skills sufficient to utilise institute systems and processes, internal and external digital communications and reporting systems, and apply on-line research strategies relevant to the role

Specific Technical Skills/Requirements for supporting CarpentryTrade / Building Site
· Relevant carpentry trade qualification and broad construction industry experience
· Licenced building practitioner (or skill set sufficient to achieve Licence)
· Strong working knowledge of building compliance, regulatory, & legislative requirements
· Interpretation of consented construction drawings and specifications (advanced level)
· Calculation “take-off” of quantities for construction materials and consumables for building projects
· Knowledge and experience of Building Consenting process including preparation and completion of all documentation for on-line Building Consent Applications, uplifting consents, organizing progress inspections, and completion of documentation for Certificates of Code Compliance
· High level on-job communication skills essential
· Forklift licence 
· H&S training
· Current First Aid Certificate

Judgement
· Display diplomacy and is able to manage potentially difficult interpersonal or political issues well
· Ability to ‘think on their feet’ when necessary

Team Work
· Work effectively as part of a team
· Value the contributions of others, and supports others to be more effective

Communication
· Communicate clearly and succinctly, both verbally and in writing
· Work in a way that is transparent and share information and knowledge
· Listen actively and demonstrate understanding of other points of view

Relationships
· Maintain positive working relationships with others at all levels
· Communicate and behave in a way that enables others to view them as trustworthy and reliable
· Ability to identify and work effectively across more than one team when necessary
· See the value in building and maintaining internal and external networks, and does this effectively

Self-Management
· Ability to manage competing demands effectively, get things done, and meet commitments made to others
· Exercise good judgement about when to show initiative and when to refer to Reporting Manager for appropriate course of action
· Effectively manage stress and ensure they bring resilience and a sense of perspective to their work
· Convey confidence, but is also able to abide by decisions that they may not agree with
· Treat others with respect

	Position Dimensions

	Financial delegations
	Nil

	HR delegations
	Nil

	Direct Reports
	Nil

	


Key Internal Relationships
	· Head of School
· Operations Manager
· Technical Services Manager
· Programme Manager/s
· Academic Staff
· Other Technicians
· Campus Services

	
Key External Relationships
	· Councils/Consenting Authorities
· External Product Suppliers
· Subcontractors







· 
 Subcontractors 	
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