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POSITION DESCRIPTION | TE WHAKAATUARAKI MAHI

	Position Details
	

	Position Title
	Communications Advisor 

	Reports to
	Communications Manager

	Location
	Whitireia and WelTec Campuses

	Date
	May 2026


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.


Our vision | Whakakitenga

Learning together. Transforming lives. Te ako ngātahi. Te whakaahua kētanga o te tangata

Our values | Ngā Kaupapa e whā

Our values are what define us as one of New Zealand’s most honoured tertiary institutions. Our faculty, kaimahi and ākonga follow and live by our values.
· Whakapapa (A sense of belonging for all learners)
· Whanaungatanga (Connected through partnerships)
· Manaaki (Supporting, growing, challenging)
· Tikanga (Doing things the right way, according to values
Our environment

At Whitireia and WelTec, we are continually evolving to better support our ākonga and the communities we serve. We’re looking for someone who is adaptable, open to change, and keen to keep learning. 
Position purpose | Take tūranga

In this role, you will work closely with the Communications Manager to:
· Celebrate vocational education by highlighting the achievements and outcomes of our ākonga, and the impact on their whānau and wider communities
· Help bring our kaimahi together by supporting internal communications that keep our people informed, engaged, and connected
· Identify, develop, and pitch compelling stories to media outlets
· Coordinate and support media enquiries, helping to craft timely, thoughtful, and effective responses
· Strengthen the profile of Whitireia and WelTec by delivering communications that are consistent, engaging, and of a high quality

    Key accountabilities | Ngā takohanga matua

	Accountability
	Expected outcome

	Content development and delivery
	· Support the Communications Manager to plan, create and deliver high-quality content (written, video and visual) across Whitireia and WelTec’s internal and external channels.
· Write, curate and edit content for internal and external newsletters and other communications, ensuring clarity, accuracy and consistency of voice.
· Identify and develop stories that build engagement and showcase our people, programmes and partnerships.

	Media engagement
	· Assist with both proactive (publicity) and reactive (reputation management) media activities.
· Work with the Communications Manager to identify opportunities to promote Whitireia and WelTec through media channels.
· Build constructive relationships with news media and internal subject matter experts.
· Coordinate the delivery of media responses.

	Risk management
	· Assist the Communications Manager in carrying out emergency communications and risk management, and with any issues that may affect reputation.

	Relationships and collaboration
	· Build and maintain effective relationships with media, stakeholders and colleagues.
· Demonstrate a people-first approach that fosters trust, respect and collaborative ways of working.
· Working with the Communications Manager, identify and share content opportunities.
· Respond to challenges calmly and resolve issues in a constructive and solutions-focused way.

	Technical advice
	· Offer advice on communication channels informed by data, insights and sector knowledge.

	Innovation and improvement
	· Demonstrate agility, welcome new ideas and maintain internal and external networks to stay current with best practice.

	Planning and administration
	· Consistently deliver high-quality outputs on time.
· Support team administration, including inbox management, query
responses, media reporting and represents the team meetings

	Health and safety
	· Maintain knowledge of Health and Safety procedures and actively supports safe work practices.

	Valuing culture and nurturing diversity
	· Promote a culturally safe environment and upholds Te Tiriti o Waitangi.
· Ensure Māori and Pacific voices are reflected in communications.
· Respond positively to the diverse needs of individuals and groups
· within the Institutes’ communities.

	Other duties
	· Any other duties as requested by your manager.



   Position dimensions | Te rahinga o te tūranga

	Financial delegations
	No

	HR delegations
	No

	People Management
	No

	   Key Internal Relationships
	Head of Marketing and Marketing team 
Head of Schools, Programme Managers, Operations
Managers and kaiako (tutors)
Ākonga (students) and kaimahi (staff)

	Key External Relationships
	News media
Communications staff in local authorities (e.g. Porirua City Council, Hutt City Council).


   Person specifications | Tātai pūmanawa
	
Qualifications and Experience
	
· A relevant tertiary qualification in public relations, communications, journalism or a related field, or equivalent experience.
· At least two years’ experience in public relations, communications or journalism.
· Demonstrated experience developing and delivering engagement and communications initiatives.
· Strong writing, editing and storytelling skills across a range of channels.
· Proven ability to manage multiple projects and deadlines.
· Experience working collaboratively and building effective relationships.
· Uphold the highest standards of personal, professional, and institutional integrity and ethical conduct.
Desired:
· An understanding of Te Tiriti o Waitangi, including its significance and practical application within your role.
· Experience in education or government sectors, and familiarity with public sector
structures and processes.
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