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POSITION DESCRIPTION | TE WHAKAATUARAKI MAHI  

	Position Details (Ngā Taipitopito Tūranga)

	Position Title
	Campus Maintenance Officer

	Business Unit
	Campus Services

	Reports to
	Facilities Manager - Buildings

	Location
	Petone

	Date
	14 February 2023



	WelTec & Whitireia: Our Purpose (Ko tōna iho)


Whitireia and WelTec 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. In September 2022 Whitireia and WelTec became a business division of Te Pūkenga – NZ Institute of Skills and Technology (Te Pūkenga) and we are highly respected institutes of technology.
WelTec and Whitireia change lives. We provide professional, vocational, and foundation education where students 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, and in a huge range of subjects – from arts to veterinary nursing.
What we do is important and we are proud to be able to say that we do it very well – Whitireia and WelTec are consistently among the highest performing institutes of technology in New Zealand.
	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 Māori, including the acknowledgement of rangatiratanga.  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 students 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 ITP education to the needs of industry. Providing real-world learning experiences for students, 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 ITP 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 students, actively driving growth in international student 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)  


To provide a range of specialised and general maintenance, repair work, condition monitoring across Whitireia and WelTec owned and leased properties/buildings to ensure the operational efficiency of plant, buildings and equipment and assist in the provision of quality property services and safety to employees, students and visitors
Ensure best practice processes are used in maintenance, using Planned Preventative Maintenance schedules to ensure works are completed as required.
	Key Accountabilities (Ngā takohanga matua)


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. To ensure the focus of responsibilities remains up-to-date, the intention is for the high level description below to be supported by short term (e.g. 6 months) roll-over action plans prepared by the incumbent and agreed with his or her manager. 
	Administration
•	Carry out day to day buildings, grounds and machinery maintenance e.g. building repairs, blocked sinks, painting, plastering, joinery and general handyman duties 
•	Ensure presentation of workshops, storage areas, etc. are in a tidy, safe and hygienic order at all times and that machinery, vehicles and tools are in safe working/warranted condition 
•	Carry out specialist requirements of repair and maintenance operations in line with major, general and preventative maintenance for all buildings and plant and to minimise disruption and risk.
•	Assist in the coordination and prioritisation of maintenance operations including the supply and delivery of materials and plant in order to ensure continuity of work in keeping with cyclical maintenance programmes
•	Contribute to plans including the development of cyclical maintenance plans, to enhance and develop the campus buildings, grounds and delivery of site-specific output specifications 
•	Assist with fire drills, civil defence exercises and unexpected emergencies.
•	Complete jobs as per scheduled work programme provided via ServiceNow or the Facilities Manger – Buildings or their delegate.
•	Assist with the development of preventive maintenance programmes.
•	Assist with the development and implement cost-effective solutions that fully utilise internal team capacity to deliver quality services.
•	Assist appropriate contractors as required while ensuring that allocated tasks are carried out in an efficient manner ensuring industry best practice is used.
•	Assist with contractor safety and access management as required from the Facilities Manager – Building and Security Manager

Process Monitoring and Improvement 
•	Participate in the inspection for planning of cyclical maintenance schedules as and when required
•	Maintain monitoring systems that provide up-to-date information required to meet all planned maintenance, vehicle/machinery maintenance and building/redevelopment programmes
•	Maintain security processes and systems that monitor best practise use of resources and procedures to ensure cost-effectiveness and safety of all staff and visitors to campuses
•	Develop, understand and operate to performance targets, work schedules, service standards and specifications and to accurately complete work schedules and all necessary paperwork including, but not limited to, repair logs, mileage and vehicle/machinery sheets.

Maintenance Support and Systems 
· Undertake the care, proper stock control and storage of all tools, equipment, vehicle, machinery, materials, stationery, paperwork, etc. and report any damage, theft, losses and defects, etc. upon discovery
· Maintain relevant and appropriate documentation for administrative purposes and according to the Public Records Act 2005 requirements

Relationship Management and Customer Focus
· Ensure a strong focus on Whitireia and WelTec Students First imperatives.
· Provide professional proactive customer-oriented services. This responsibility includes taking account of Whitireia and WelTec needs and activities.
· Support initiatives designed to ensure that the Whitireia and WelTec achieve best value and quality on purchase and supply agreements.
· Ability to create and maintain an environment that promotes excellence, goal achievement, open communications, team work, innovation and stakeholder focus.
· Provide a professional experience for stakeholders (internal and external), responding to queries in an effective and efficient manner.

Risk Management
· Effectively communicate and escalate any risks as appropriate.
· Ensure property and facility programmes have risk based and risk adjusted schedules included to manage risk and scope changes.
· Oversee that all scope changes and risks are identified and integrated early to minimise adverse effects.
· Manage reporting to ensure it meets internal and external audit requirements.
· Actively ensure across organisational participation in the on-going development of best practice, and commercial discussions to ensure the organisation obtains optimum value in property and facilities activities and services.

Planning and Reporting
· Monitor and manage the performance of suppliers against agreements and initiate appropriate corrective action and escalation where performance standards are not being met.
· Periodically report on supplier performance together with Procurement 
· Maintain relevant and appropriate documentation for administrative purposes and in accordance with the Public Records Act 2005 requirements

Asset Management
· Assist with the management and distribution of furniture, fixtures, and equipment (FF&E) for new and refurbished spaces.
· Carry out the repairs and reviews of Whitireia and WelTec property and facilities associated assets, including but not limited to inspections, audits and maintenance planning.

	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.




	Position Dimensions (Te rahinga o te tūranga)

	Financial delegations
	Nil

	HR delegations
	Nil

	Direct Reports
	Nil

	Key Internal Relationships
	· Students and staff at all levels in Whitireia and WelTec.
· Whitireia and WelTec teams
· Campus Services teams

	Key External Relationships
	· Suppliers
· Contractors
· Service providers



Previous Experience / Qualifications
· On the job experience in building, carpentry, painting or similar field.
· At least 3 years on the job experience.
· Full driving licence
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