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POSITION DESCRIPTION

	Position Details (Ngā Taipitopito Tūranga)

	Position Title
	Manager Enrolments 

	Business Area
	Registry

	Reports to
	Registrar, Head of Information and Reporting

	Date
	September 2026

	Location
	Petone / Porirua

	 
	 

	Whitireia and WelTec: Our Purpose



Whitireia Community Polytechnic (Te Kura Matatini o Whitireia) and Wellington Institute of Technology (WelTec) (Te Whare Wānanga o te Awakairangi) are highly respected institutes of technology established under the Education and Training Act 2020. On 1 September 2022, Whitireia and WelTec became a business division of Te Pūkenga - NZ Institute of Skills and Technology (Te Pūkenga).  Our key driver is putting students first and together we serve around 8,000 students every year in the Wellington region and across Aotearoa New Zealand.
Whitireia and WelTec 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 Aotearoa New Zealand.


	Our Guiding Principles


We put people at the heart of everything we do. Key principles that underpin the way we     operate include:
Te Tiriti o Waitangi – taking all practical steps to create and maintain a culturally sensitive environment for all who are part of what we do.
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 Aotearoa New Zealand – providing measurable economic and social benefit to Aotearoa 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 


To provide and be accountable for a centralised, efficient and comprehensive enrolment and international admissions service for Whitireia and WelTec, including enrolment records, ensuring learners receive a streamlined service across the range of subject disciplines and programmes offered by Whitireia and WelTec.
To lead the Enrolments team for Whitireia and WelTec.
	Key Accountabilities 


The responsibilities of this position are expected to change over time to encompass the WelTec and Whitireia strategic partnership.  Any changes will be discussed and agreed with the incumbent.
The incumbent is expected to adapt and develop as the environment evolves. 
	Enrolment and Admissions Leadership
· Lead and support high quality enrolment and international admissions systems and procedures.
· Manage a core team of Enrolment Officers and International Student Advisors (Admissions), as well as coordinating the recruitment and training of seasonal staff, examination invigilators and other casual staff as required. 
· Manage and maintain relationships with the other Registry teams―Advising, Timetabling and Academic Data―as well as Schools; Marketing; International Marketing; Information, Reporting and Planning, and other business units to provide and obtain clear information necessary for the delivery of timely, centralised enrolment processes for Whitireia and WelTec.
· Oversee the preparation and generation of accurate and timely correspondence, including offers / study contracts.
· Ensure that student enrolment records are maintained accurately and thoroughly and in accordance with records management policies and other relevant regulations.
· Lead the checking and verification of student identity and enrolment-and admission-related documents, including police vetting and National Student Index verification, as part of the admissions and enrolments processes.
· Oversee the preparation and generation of accurate withdrawals and refund requests, in collaboration with Finance.
· Manage processing of exceptional circumstances applications and associated recordkeeping, as required by the Registrar.
· Support and train enrolment and international admissions staff as required in areas of responsibility to ensure effective and efficient service delivery and contribute to the promotion of knowledge sharing.
· Work continuously towards leading improving the efficiency and effectiveness of processes and systems, including the Student Management System and associated databases. 
· Establish, cultivate, and maintain ongoing relationships with Schools in order to understand the business and its needs within the context of their area/speciality; acquire knowledge about their operations and programme culture.
· 

	
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.




	
People Management

· Effectively manages their team in a way that ensures all staff clearly understand what is expected of them and delivers this to a high standard.
· Provide coaching, mentoring and performance appraisals to members in the group.
· Adhere to, and actively practice human resources policies of Whitireia and WelTec. 


	
Collaborative Relationships

· Develop and maintain strong, positive and collaborative relationships that enhance the strategic partnership of Whitireia and WelTec.
· Work with others collaboratively and constructively to achieve successful outcomes.
· Successfully collaborate across Whitireia and WelTec and its subsidiaries.
· Support the work of the wider Directorate by actively learning and developing, and responding to constructive feedback in order to continually improve the quality of work produced.
· Assist the Registrar to manage the relationships with institutional software vendors.

	
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.
· Working effectively with people from a range of cultures, demonstrating an understanding of cultural differences.

	Māori Responsiveness
· Interacting effectively with Māori taking into consideration tikanga and kawa.
· Working in conjunction with mana whenua to apply the principles through operations.

	Other Duties

· Any other duties as requested by the Manager or Director.  





	
Position Dimensions

	Financial delegations
	 Yes

	HR delegations
	 Yes 

	Direct Reports
	Yes

	Key Internal Relationships
	· Advising team
· Timetabling and Academic Data team
· Teaching and Learning Directorate
· Heads of Schools and Operations Managers 
· Information, Reporting and Planning
· International Marketing
· Tamaiti Whangai
· Learner Pathways and Support
· Finance
· Programme managers across Whitireia and WelTec 

	Key External Relationships
	· Students
· Other TEOs and Te Pūkenga divisions 
· Studylink
· Ministry of Education (re National Student Index)
· Immigration New Zealand
· New Zealand Qualifications Authority 

	
Person Specifications 

	Qualifications & Experience
	· Previous experience of supervising or leading a team of staff
· Demonstrated administrative skills and experience in a customer service environment
· Advanced knowledge and skills in computing packages in particular Microsoft
· Demonstrated knowledge of office administration systems and processes.
Desirable: 
· A Tertiary qualification or equivalent
· Minimum seven years of experience working in a tertiary education environment
· Experience delivering customer services in multicultural environment

	Specialist Knowledge & Skills
	File Management
· Understand the organisation structure and current and future needs. 
Uses organisation’s systems 
· Operates effectively within the policy framework and legislative obligations.
· Uses organisations and team’s systems, policies and processes.

	Personal Attributes – Leadership & Management
	· Ability to work well in a team as well as show initiative and the ability to work independently.
· The ability to work under pressure and maintain standards through a busy periods. 
· Demonstrated ability to meet deadline and multi-task.
· Excellent Communication skills.
· Highly developed customer service skills
· Excellent organisational and planning skills
· Ability and willingness to learn and share information

	Personal Attributes
	Demonstrates Student/Customer/ Stakeholder Focus
· Identifies and responds appropriately to the diverse needs of students and other internal and external customers /stakeholders 
· Maintains appropriate behaviour and boundaries as described in the policies, including but not limited to Health & Safety , Code of Conduct  
Establishes effective relationships
· Listens actively to and considers the ideas and opinions of others
· Communicates ideas and information in language style and medium appropriate to the intended audience
· Develops and maintains effective working relationships both within and outside the organisation to achieve agreed outcomes
Works Collaboratively
· Participates in planning achieving and evaluating team goals and purpose 
· Shares information, knowledge and skills that enhance team/organisational function
· Identifies organisational opportunities and promotes these effectively to others 
· Encourages organisational learning approach 
· Takes leadership role in areas of expertise to achieve organisational goals
Manages work to meet outcomes
· Develops and implements a plan with clear steps to achieve required position outcomes.
· Follows up to determine the effectiveness of actions.
· Uses and manages information to be well informed and keep effective work records.
· Gives and receives appropriate and effective feedback.
· Evaluates activities (using a range of feedback) for continuous improvement based on changing circumstances and information.



Pg. 7

image1.png
WWhItII’EIa D We|Tec

NEW ZEALAND e whare wananga o e Awakairangi




