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 	POSITION DESCRIPTION | TE WHAKAATUARAKI MAHI   
 
	Position Details 
	

	Position Title 
	HR Advisor 

	Business Unit 
	People Services 

	Reports to 
	Lead Advisor, People Services 

	Location 
	Whitireia and WelTec campuses 

	Date 
	April 2026

	 
	

	Whitireia and WelTec: Our Purpose (Ko tōna iho) 


Whitireia (Te Kura Matitini o Whitireia) and WelTec (Te Whare Wānanga o te Awakairangi) is a vocational education business division of NZIST. From the 1st of January 2027 it will be a legal entity in its own right providing vocational education to Wellington and the wider region. 
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, and in a huge range of subjects – from digital media to 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 New Zealand.

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 – 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 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.


Position Purpose (Take Tūranga)  
The purpose of the position is to apply strong HR technical expertise and a customer service focus to help ensure the effective delivery of all operational HR strategies and activities across the Whitireia and WelTec campuses. 
 
Key Accountabilities (Ngā takohanga matua) 
The responsibilities of this position are expected to change over time to encompass Whitireia and WelTec strategic partnership.  Any changes will be discussed and agreed with the incumbent.  The incumbent is expected to adapt and develop as the environment evolves.  

 Human Resources Advice and Support 
· Provide timely, practical and professional day-to-day HR advice and coaching support to managers across Whitireia and WelTec, ensuring advice is consistent, balanced and aligned with organisational values and employment legislation.
· Support managers with end-to-end management of employment relations matters, including performance management, disciplinary processes and organisational change. 
· Escalate complex or high-risk matters to a Senior HR Advisor and/or the Lead Advisor.
· Deliver a high-quality, responsive operational HR service, including recruitment support, onboarding, employment documentation, payroll liaison, HR information management and reporting.
· Ensure accurate and confidential maintenance of employee records and HR systems, with a strong focus on data integrity and privacy.
· Support the development, review and implementation of HR policies, procedures and guidelines to ensure they remain fit for purpose and compliant.
· Identify opportunities to continuously improve HR services, systems and processes to ensure they are efficient and effective and aligned with Whitireia and WelTec need.
· Contribute to People Services projects and initiatives as required.
· Support constructive working relationships with union representatives and other stakeholders under guidance from senior HR colleagues.

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 
 
	Culture
· Support and maintain a culturally safe environment and recognise the role of the Treaty of Waitangi (te Tiriti o Waitangi) in providing a framework for this in Aotearoa/New Zealand.



Other Duties 
Undertake other duties as reasonably required to support the effective delivery of People Services across Whitireia and WelTec.

Position Dimensions (Te rahinga o te tūranga) 
Financial delegations 	Nil 
HR delegations 
Nil 
Direct Reports 
Nil 

Key Internal Relationship 	
· Managers and kaimahi 
· People Services team 
· Wider People & Capability team 

Key External Relationships
· Staff unions (TEU, TIASA) 
· ACC 
· Other government agencies 

 
Person Specifications (Tātai pūmanawa)  
Qualifications & Experience  
· Tertiary degree qualification in a related discipline or equivalent relevant experience
· Demonstrated experience working in a generalist HR advisory role  
· Practical experience supporting employment relations processes.
	
Desirable: 
· Experience in the public sector or tertiary education sector. 
  

Specialist Knowledge & Skills
· Sound working knowledge of NZ employment legislation.  
· Understanding of best practice HR principles.
· Knowledge of HR systems, confidentiality requirements and data privacy principle
· Strong interpersonal skills, with the ability to build trusted and positive working relationships at all levels of the organisation.
· Clear, confident communication skills, with the ability to provide balanced practical advice both verbally and written.
· High level of discretion and professionalism when dealing with sensitive and confidential information.
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