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Project Manager

Kaupapa | Purpose
The purpose of this role is to lead the successful delivery of Digital Solutions initiatives that support Toi Ohomai's strategic, educational and operational objectives. The Project Manager provides end-to-end project leadership, ensuring projects are effectively governed, planned, delivered, adopted and successfully transitioned into operational support. Where project demand is lower, the role may also be required to undertake other activities for minor pieces of work, including clarifying business needs, assisting with documenting requirements, testing and supporting practical digital improvements.
Reports to: Digital Solutions Manager
Team: Digital Solutions
Date: August 2026

Ngā mahi | Do
· Manage approved Digital Solutions projects through the full project lifecycle, from initiation, planning and delivery through to closure and benefits review.
· Define and maintain project scope, objectives, benefits, schedules, budgets, resources, governance arrangements, risks, issues, dependencies and quality expectations.
· Prepare and maintain fit-for-purpose project artefacts, including business cases, project plans, status reports, risk and issue registers, decision records, stakeholder registers and closure documentation.
· Coordinate project resources, vendors, subject matter experts and stakeholders so responsibilities, milestones, decisions and handover requirements are clear.
· Provide clear reporting and escalation to sponsors, governance groups and the Digital Solutions Manager on progress, risks, issues, dependencies, budget and resource impacts.
· Support portfolio and demand management by contributing delivery information to prioritisation, scheduling, capacity and readiness discussions.
· Plan and coordinate change management, stakeholder engagement, communications, readiness, training inputs and adoption activities so project outcomes are embedded into business-as-usual ways of working.
· Coordinate testing activities, including user acceptance testing, acceptance criteria, defect tracking, approvals and retention of test evidence.
· Coordinate release, implementation and transition to operational support, including change approvals, outage planning, operational readiness, support documentation, training materials and post-release support arrangements.
· Ensure project deliverables meet agreed business, operational, security, technical and audit requirements, and contribute to continuous improvement of project delivery practices.
· When project demand is low, undertake business analysis for small initiatives and service improvements, including requirements gathering, process analysis, user stories, options analysis and liaison between business stakeholders and technical teams.

Pūkenga | Have
Qualifications and experience
· Tertiary level qualification, with project management certification such as PMP or PRINCE2 desirable or equivalent relevant experience.
· Relevant experience managing digital, technology or business change projects, including project planning, governance, delivery control and closure.
· Experience coordinating project portfolios, demand queues, prioritisation information, schedules and resources in a multi-stakeholder environment.
· Experience working with business owners, technical teams and vendors to deliver systems, integrations, application changes or service improvements.
· Experience supporting change management, business readiness, testing, release and transition to operational support.
· Ability to undertake business analysis for small pieces of work, including requirements gathering, process mapping, user stories, options analysis and clear documentation.
· Understanding of Te Tiriti o Waitangi, equity, learner-centred service delivery and the role of digital services in supporting tertiary education outcomes.
Skills and attributes
· Strong planning, organisation, facilitation and time management skills, with the ability to manage competing priorities and deadlines.
· Clear written and verbal communication skills, including the ability to report progress, risks, decisions and actions to a range of audiences.
· Sound judgement, analytical thinking and problem-solving skills, with the ability to identify risks, issues, opportunities and practical solutions.
· Ability to influence, negotiate and build constructive working relationships across teams, business units and external partners.
· Customer-focused, self-motivated and committed to high standards of quality, ethics and service delivery.
· Confident using project management, collaboration, reporting and documentation tools relevant to digital delivery work.

Waiaro | Be
At Toi Ohomai, Toiohomaitanga describes our way of doing and being. It reflects how we care for each other, work together, and uphold our shared purpose. These behaviours apply to all kaimahi, with expectations scaled to the nature and level of each role. They guide how we show up in our mahi, contribute to our collective success, and reflect our commitment to Ā mātou uara | Our values in everyday practice. 
Ako: Demonstrates curiosity and a commitment to continuous learning. Applies new knowledge to improve practice and outcomes and actively contributes to a culture of shared growth. This supports toitūtanga by sustaining excellence and adaptability over time. 
Authentic and Inclusive: Fosters inclusive environments where people feel safe, respected, and able to be themselves. Actively includes diverse perspectives, addresses inequities, and supports others to thrive. These behaviours reflect manaakitanga through care, generosity, and upholding the dignity of all. 
Connected: Builds and maintains strong, trusting relationships across teams and communities. Fosters cross-functional collaboration by sharing knowledge, aligning efforts, and supporting others to achieve shared goals. Communicates with empathy and respect, contributing to a shared sense of purpose. This strengthens whanaungatanga by nurturing meaningful connections and collective wellbeing. 
Innovative and impactful: Identifies opportunities to improve and applies evidence, creativity, and courage to drive meaningful change. Uses data and insights to inform decisions, challenge the status quo, and focus on outcomes that matter for ākonga, kaimahi, and communities. These behaviours reflect kotahitanga, recognising that lasting improvement is strengthened through collaboration and shared purpose. 
Engaged: Actively participates in Toi Ohomai initiatives that advance our vision. Shares knowledge, supports others, and contributes to a positive, forward-focused culture. This is how we can live kotahitanga, working together with unity and purpose.
Self-aware: Demonstrates humility, reflection, and openness to feedback. Understands the impact of their actions and takes responsibility for creating conditions where others can thrive. This reflects toitūtanga through thoughtful and courageous practice that supports respectful relationships and sustainable ways of working.

Ngā Hononga Mahi | Working relationships
Internal: Digital Solutions Manager; Solution Architect; Digital Solutions team; Toi Ohomai staff; Toi Ohomai students; business owners; project sponsors; subject matter experts; service and support teams.
External: IT service companies; software providers; vendors and implementation partners; other ITPs, universities or wananga; government or state sector agencies as required.
Resource delegations and responsibilities: 
Financial: Not a budget owner. Delegated financial authority as per Toi Ohomai Delegations Policy: No.
People: No direct or indirect reports. May coordinate project resources, vendors, subject matter experts and contributors, and provide coaching or guidance as part of project delivery.
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