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Role Description





Job Title:		  Learning and Development Coordinator
Department:	People and Performance
Responsible to:	General Manager Tangata
Purpose Statement:		To coordinate, implement, and evaluate learning and development initiatives with management, that build workforce capability, support organisational goals, and reflect the values and aspirations of Te Taiwhenua o Heretaunga. This role champions a culture of continuous learning, grounded in kaupapa Māori, and ensures that all development pathways uphold mana, wairua, and whanaungatanga. 
Mission:	Mauri Ora ki te Mana Maori
	Realising Whānau Potential
Values:		Kotahitanga:  We are kaupapa driven and work with each other and others to enhance whānau potential.
Whānaungatanga:  We are customer/whānau driven and actively foster and form positive relationships, partnerships, alliances and connections.
Kaitiakitanga:  We exhibit custodianship and are stewards of our resources to advance the kaupapa.
Whakamana:  We are outcome focused and recognise, respect and uphold mana.
Relationships:	External – Training providers, Governance
Internal – All TToH Managers.
VCA Role: 	Not a Children’s worker
Structure:	Refer to Structure Chart


KEY ACCOUNTABILITIES
Kaupapa Te Taiwhenua o Heretaunga
· Contribute to the delivery of effective and integrated services as part of a team and individually
· Work with manager and colleagues in a respectful and professional manner at all times maintaining focus on the kaupapa, and doing what it takes to advance the kaupapa
· Have an awareness of the wider support network that TToH offers whānau
· Understand and promote all aspects of the TToH Kaupapa
· Adhere to and apply TToH values in all aspects of TToH’s work
· Participate in TToH kaupapa activities, including karakia, waiata and marae noho
· Take opportunities for cultural development to advance understanding, competence and contribution to the kaupapa
· Participate in TToH systems including the Management Operating System (MOS) and/or Tu Kahikatoa performance system, to maintain focus and achievement of performance deliverables
· Adhere to organisational and professional quality standards and work within team to promote continuous improvement of policies, procedures and practices
· Participate in regular peer supervision and/or professional supervision
· Work in a reflective manner and take opportunities for self-development

Health and Safety
· Work safely and keep others safe at work, maintaining familiarity with health and safety policy and procedures.
· Promote and participate in health and safety, maintaining a safe workplace, and ensuring that any safety equipment is used correctly at all times.

Development
· Develop and execute a long-term L&D strategy that supports organisational goals and aspirations.
· Embed Te Taiwhenua o Heretaunga values and tikanga Māori into all learning initiatives.
· Develop and maintain partnership agreements with regional and local partners 
· Identify current and future skill gaps through data analysis, workforce trends, and kōrero with kaimahi and leaders.
· Ensure assessments reflect both technical capability and cultural competency.

General

· Create and manage diverse learning experiences including wānanga, online modules, mentoring, noho marae, and on-the-job learning.
· Ensure programs are inclusive, accessible, and responsive to different learning styles and cultural contexts.
· Select and implement learning technologies that enhance engagement and track progress.
· Leverage digital tools to support blended learning and remote access.
· Promote a growth mindset and encourage kaimahi to take ownership of their development.
· Foster a learning environment that values mātauranga Māori, innovation. Define and monitor KPIs to evaluate the impact of L&D initiatives on individual, team, and organisational performance.
· Use insights to continuously improve learning strategies and outcomes.
· Work closely with senior leaders, managers, and kaimahi to co-design relevant and impactful learning solutions.
· Build strong relationships across the organisation and with external partners, including iwi, hapū, and training providers.
· Stay informed of current trends, emerging practices, and evolving needs in learning and development to ensure services remain relevant, effective, and future-focused

Quality Management 
· Support the  co-ordination of internal/external audit schedules and activities
· Remain informed of audit standards and other applicable legislative developments
· Document processes on Promapp as required and ensure changes are updated on the system

Teamwork
· Collaborate, contribute and share knowledge, skills, and abilities to achieve organisation goals within working groups
· Initiate and nurture effective working relationships with team members, experts and networks
· Manage workload in accordance with all relevant standards and contract requirements, meeting assigned milestones and targets
· Carry out assigned duties as directed by Manager, remaining flexible and able to carry out different tasks or work in different teams as required
· Prioritise attendance at Team meetings to ensure consistent messaging and understanding, and delivery of support to colleagues/projects
· Provide support and training to others as part of in-service training in areas of expertise

Sector Knowledge
· Maintain knowledge, understanding and current developments of learning and development trends and needs to inform service delivery
· 
Other Duties
· Carry out additional duties from time to time as requested by management.
The key accountabilities of the role may change from time to time so that TToH is able to adapt to changes in the business environmen
PERSON SPECIFICATION
Essential Qualifications
· Relevant tertiary qualification in learning and development or a minimum of 2.5 years continued service in leading learning and development initiatives.
· Strong understanding of adult learning principles and instructional design.
· Current Full Driver’s License

Desirable
· Programme design and management
Essential Knowledge and Experience
· Previous project team experience.
· Computer literate, able to enter data into the required databases 
· Process design and improvement.
· Working with databases and online systems.
· Excellent communication and presentation skills – written, verbal and visual.
· Organised and methodical.
· Interpersonal and relationship building skills
· Facilitation and Training skills.
· Logical and able to see implications of actions
Desirable Knowledge and Experience
· Experience working in kaupapa Māori or iwi/Māori organisations.
· Proficiency in te reo Māori me ōna tikanga.
· Familiarity with learning management systems and digital learning platforms.
PERSONAL ATTRIBUTES
Essential
· Analytical and attention to detail
· Flexible and adaptable
· Enthusiastic, determined, tenacious and persistent
· Can prioritize and has very good time management
· Can work to set timeframes
· Able to build and sustain relationships with stakeholders
· Acts with honesty and integrity
· Positive can do attitude
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