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Kaitiaki Marae
Kaupapa | Purpose
Scope:  To fulfil the role of Kaitiaki of EIT’s marae, Te Ara o Tāwhaki required.  
Reports to: Pouarataki, Head of School and Poutuara, Assistant Head of School, Te Ūranga Waka
Team:  EIT | Te Pūkenga team
Location:  Taradale
Remuneration: $54,810 - $61,122
Date: January 2025

Ngā Hononga Mahi | Working relationships
Internal: Programme Administors, Programme Coordinators, Academic staff, Facilities.
External: Facilities, Hirers, Local iwi and hapū.
Resource delegations and responsibilities: 
Financial: Not applicable
People: Not applicable

Ngā mahi | Do
[bookmark: _Hlk169773777]Manage Marae bookings
· Make internal bookings for EIT roopū
· Make external bookings for external roopū
· Liaise bookings with the Timetable Co-ordinator
· Manage communications for the marae bookings
· Organise IT and facility requirements for bookings (parking permits, data shows, wi-fi passwords etc..)
Wharenui – Before and after each noho/stayover
· Stocktake of pillows and mattresses
· Check cleanliness of pillows and mattresses
· General scan of walls, windows, carpet, toilets


Wharekai – Before and after each noho/stayover
· Set up wharekai for noho
· Stocktake of tables
· General scan of walls, windows, floors
· Reset wharekai for class as needed
Kāuta – Before and after each noho/stayover
· Stocktake of all crockery, cutlery, glassware, cooking equipment and utensils
· Ensure kitchen facilities are kept to an acceptable standard
· General scan of walls and windows
· Check the oven is clean
· Check the floor is clean and has been mopped
· Check the rubbish bins and recycling bins are emptied
· Check the tea towels have been washed and dried
· Check the tablecloths – black tablecloths are washed and dried on-site, white tablecloths are to go to Central Linen to be dry cleaned
· Every Friday, clean out fridge and discard spoiled kai
Customer Service
· Take group around facility and inform them of all requirements.
· Keep the hireage booklet current, and ensure all roopu who book the marae are issued a copy.
· Attend weekly staff hui and update Te Ūranga Waka staff on upcoming marae bookings
Reporting
· Process maintenance and cleaning requests
· Full stocktake twice a year of all marae and kāuta equipment
· Report missing equipment/items to the Poutuara/Programme Secretary
· Replenish the stock as needed
General 
· Comply with EIT | Te Pūkenga policies and procedures.
· Contribute to a healthy workplace by implementing safe work practices and strategies to effectively manage personal wellbeing.
· Undertake additional responsibilities and tasks relevant to this positon as requested.
· Assist with hui, visitors and whānau support as needed.

Demonstrate commitment to:
Te Tiriti o Waitangi. Through our developing understanding of our obligations and our connection with Te Tiriti o Waitangi as both individuals and as an organisation.
Ākonga at the Centre. Through prioritising the experience, wellbeing, and success of our ākonga in our decision-making process.
Equity. Through recognition, empowerment, and inclusion we can give greater acknowledgement of the unmet needs of Māori, Pacific and disabled ākonga and their whānau.
Vocational Education and Training Excellence. Through quality provision for all ākonga, meeting the regional needs of employers and communities.



Pūkenga | Have
Knowledge, Experience and Skills
· Good administration skills 
· Good knowledge and understanding of the Māori language and culture, particularly manaakitanga 
· Strong interpersonal skills oral and written 
· Sound communication skills
· Able to follow instructions
· Good time management skills
Special Aptitudes
· An understanding and appreciation of cultural issues and a commitment to the development of a culturally sensitive working environment.
· An understanding and appreciation of local marae protocol.
· An ability to relate to a wide variety of people and cultures.
· An ability to relate to Māori people of all ages.
· An ability to cope with pressure.
· An ability to work unsupervised.
Personal Attributes
· Self-motivated
· Friendly and approachable
· Flexible and responsive manner
· Willing to take initiative
· Willing to learn
· Responsible
· Well-organised
· Polite and courteous

Waiaro | Be
Authentic and Inclusive: Promote an environment of inclusion and authenticity, where all contributions are valued. Be courageous disrupt inequities for all, including Māori, Pacific and disabled peoples. Hold the conviction that meaningful partnerships with Māori/iwi will contribute to progress for all.
Connected: Integrate waiora-sustainable thinking into your everyday mahi, meeting the needs of the present, without compromising our ability to meet our needs for the future. 
Collective:  Maintain a focus on results and delivery to build a sustainable, world class, vocational education and training network. Lean into transformation, challenge the status quo and choose courage over comfort to create better results for EIT Te Pūkenga, employers, ākonga and their whānau.
Self-Awareness: Accept change with confidence, understanding how to create the conditions you and others need to thrive. Demonstrate humility, be reflective and self-aware, always seeking to grow personally.  
Ako: Hold lifelong learning as vital in connection, hauora, and continuous improvement both personally and professionally. No matter your role, recognise your mahi contributes to making a positive difference for our ākonga and their whānau, and their ability to create thriving communities. Recognise Te Tiriti o Waitangi as a powerful mechanism for taking positive action in Aotearoa, and a pathway to achieve equity for all.
Mana tāngata: Contribute to a connected, creative, compassionate workplace, where teams are committed to growth, learning and achieving our shared purpose. Contribute to maintaining a safe environment for learning and development, in all you do, including Te Tiriti, equity, academic and professional excellence. Recognise kaimahi and whānau wellbeing are interconnected, when we support personal and professional growth we contribute to Te Oranga/participation in society.
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