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POSITION DESCRIPTION

	Position Details

	Position Title
	Operations Officer

	Reports to
	Registrar, Head of Information and Reporting 

	Date
	May, 2026


Location 	Petone, Porirua

	Position Purpose



The Operations Officer provides administrative and operational support within the office of Registrar, Head of Information and Reporting. The role provides executive support service to the Registrar, Head of Information and Reporting to help them manage their time effectively, and help ensure that the higher level administration aspects of the office run smoothly. The position regularly acts as a first point of contact for communications and enquiries from internal and external parties wishing to contact the Registrar, Head of Information and Reporting and works to facilitate and resolve issues before the Registrar, Head of Information and Reporting needs to get involved wherever possible.
The operational support responsibilities are specific to each unit and will be agreed between the Operations Officer and the Registrar, Head of Information and Reporting.

Such support may include:

· ensuring that operational processes and systems are efficient and effective; and working continuously towards improving these
· identifying and undertaking projects to support the Registrar, Head of Information and Reporting
· assisting with business planning for the office
· monitoring/administering the office of Registrar, Head of Information and Reporting budgets, in conjunction with the Lead Advisors and Team Leaders
· monitoring and recording financial transactions, such as purchase orders and invoicing, and ensure these transactions are accurately recorded against budget lines
· facilitating institution/directorate-wide communications
· administering contracts, consistent with institutional policies and procedures
· providing secretarial support to Registrar, Head of Information and Reporting
· providing support/cover to other members of the office of Registrar, Head of Information and Reporting



	Key Accountabilities 


The responsibilities of this position are expected to change over time and any changes will be discussed and agreed with the incumbent.
The incumbent is expected to adapt and develop as the environment evolves. 
	The position holder will be expected to perform all the duties necessary to ensure they deliver on the following accountabilities. 

	Client service
· Business understanding
· Service delivery


	· Develop and maintain a good understanding of the office of Registrar, Head of Information and Reporting, and work in a flexible and proactive way to ensure the Registrar, Head of Information and Reporting is well supported to lead. 
· Support the office of the Registrar, Head of Information and Reporting leadership team to provide services that reflect a high level of capability and are carried out in a way that is positive, friendly, and reflects a 'can-do' attitude.
· Maintain confidentiality.

	Executive Support 
· Planning 
· Office management
· People contact

	· Provide support to the Registrar, Head of Information and Reporting to help them be effective in their job. This may include (but is not limited to) activities related to:
· Planning, monitoring and/or reporting;
· Diary management and ensuring the Registrar, Head of Information and Reporting is aware where they need to be throughout the day;
· Meeting scheduling, travel arrangements etc for the Registrar, Head of Information and Reporting and others as needed;
· Prioritising and resolving conflicting demands on time (in consultation with the Registrar, Head of Information and Reporting);
· Human resources administration of Registry team management (e.g. recruitment, performance appraisals);
· Information management;
· Acting as a first point ‘filter’ for people contacting the Registrar, Head of Information and Reporting, and provide information or referrals to resolve/redirect enquiries as appropriate. Follow up as necessary;
· Acting as the authoritative information source on the Registrar, Head of Information and Reporting’s activities; and
· Proactive first drafting of correspondence, basic reports etc for review by the Registrar, Head of Information and Reporting.

	Operations Support
	· Ability to manage/monitor budgets
· Ability to manage and deliver small projects
· Experience in reviewing and improving systems and processes

	Teamwork
· Contribution as team member
	· Contribute as part of the academic delivery and wider team to support other team members to meet their responsibilities, and effectively identify and implement improvements.

	Effective Working Relationships
· Relationship outcomes
· Trust and Confidence
	· Take a proactive approach to developing and maintaining strong positive relationships with external stakeholders on behalf of the Registrar, Head of Information and Reporting, contributing towards our reputation as a responsive, innovative, reliable and capable organisation.
· Develop and maintain the trust, respect and confidence of the Registrar, Head of Information and Reporting, the wider team and senior staff and colleagues from across Whitireia and WelTec.
· Actively model client focused behaviour.

	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 partnership of Whitireia and WelTec 
· Work with others collaboratively and constructively to achieve successful outcomes
· Support the work of the office of Registrar, Head of Information and Reporting 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 office and the wider 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 the Registrar, Head of Information and Reporting. 



	Position Dimensions

	Direct Reports
	· Nil

	Key Internal Relationships
	· Directorate management and staff
· Staff across Whitireia and WelTec

	Key External Relationships
	· Business, Industry Professional and Community Organisations
· Other Tertiary Providers




	Person Specifications 

	Qualifications & Experience
	· Advanced administration skills and extensive experience providing executive support at a senior level
Desirable:
· A good working knowledge of the tertiary educational environment 
· Experience of operating well within government and/or large organisations 

	Administration skills
	· High level skills in office computing systems (incl. word-processing, electronic document management, spreadsheet, email, database and presentation systems), and management reporting systems.
· Highly effective organisational and office management skills.
· A high degree of initiative and ability to think and plan ahead.
· Ability to adapt to, and reach a good level of competence in, new or altered administration systems and processes efficiently.
· Ability to identify ways administration systems and processes can be improved to be more efficient and/or effective.

	Client Service
	· Excellent relationship building and people skills
· A friendly, approachable and positive interpersonal style, and the ability to gain cooperation from others.
· Demonstrates a commitment to providing flexible and effective support

	Communication
	· Diplomacy and a high level of confidentiality.
· Communicates clearly and succinctly, both verbally and in writing.
· Drafts reports and correspondence to a good standard.
· Works in a way that is transparent and shares information and knowledge.
· Listens actively and demonstrates understanding of other points of view. 

	Self-Management
	· A high degree of initiative and forward thinking, and excellent problem avoidance/solving skills.
· Manages competing demands effectively, gets things done, and meets commitments made to others.
· Exercises good judgement about when to show initiative and when to refer to the Registrar, Head of Information and Reporting for appropriate action.
· Effectively manages stress and ensures they bring resilience and a sense of perspective to their work.
· Treats others with respect.
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