




Practical Services Limited

Mission Statement

To provide professional Human Resource services and advice designed to add value and to improve the operations of the Zieland Group of Companies.
Job Description

	Job Title:
	Registrar

	Major Function (Purpose):
	To be part of the PEI Management Team and be responsible for the efficient and effective operation of the Company’s Registry by ensuring accurate and timely recording and reporting of student information.

	Responsibilities:
	· Ensure all academic results are recorded accurately and reported in a timely manner.

· Verify eligibility for PEI enrolment.
· Ensure all Goals, Objectives and Performance Indicators (GOPs) are met.
· Ensure all Student Files and Academic Records are accurate, adequate and readily accessible

· To ensure that appropriate Registry services are available and successful to meet the requirements of the business and external agencies.

	Regular Duties: 
	· Verify and report all appropriate results (including audit preparation).

· Authorise and sign-off PEI end of course certificates.

· Authorisation of NZQA certificates.

· Oversee and verify Record of Prior Learning.

· Liaise with external agencies.

· Act as the resource person for the NQ framework and related matters.

· Oversee the work of the Librarian. Setting criteria for course extensions, withdrawals, and making exception case decisions.
· Iwi liaison.
· Ensure external moderation compliance.
· Regularly review all Registry GOPs and target their successful implementation.
· Act in line with Company, Group and project processes.

· Work co-operatively as part of a team at all times.

· Attend and productively contribute to meetings and other Company involvement as required.

· Maintain good working relationship with external agencies and other business areas.
· Lead in conjunction with the Academic Manager on matters relating to Tutor/Student resources design. 
· Act in advisory capacity to PEI Management Team.
· Undertake special projects.
· Perform other similar duties as may be required from time to time.
· Report regularly to the PEI General Manager.

	Responsible to:
	PEI General Manager

	Personal Specification:
	Academic/Vocational Qualifications (Preferred):

· Competent in the use of MS Office products.
· Evidence of knowledge of the Treaty of Waitangi and Tikanga Maori.
· A relevant post-graduate qualification.

· Graduate papers in education.

· Unit standards 4098, 11552, 11551.

· Higher Diploma of Teaching.

Attributes/Experience (Preferred):

· A strong technical knowledge.
· Orderly approach to administrative tasks.
· Ability to plan and meet deadlines.
· Computer literacy.
· A sense of humour.
· An enjoyment of working with and for people.
· In depth knowledge of NZQA and NQ framework.

· Minimum of 5 year’s experience in educational administration.

· Minimum of 5 year’s in educational management (principalship or equivalent).
· Well developed organisational skills.

· High degree of accuracy.

· Well developed communication and interpersonal skills.

· A higher level of facilitation skills.

· Ability to work well in a team.

· A willingness to develop strong computer literacy.

· Industry and/or course experience in ESOL, Tourism/Travel, Hospitality, Computing, Business Administration and Distance Learning preferred.
· Teaching experience essential.

	Performance Development Review:
	An annual performance development review or semi-annual performance development review will be based on agreed performance objectives. The actual review will be conducted by the relevant Manager.

	Standard Requirements:
	The nature of our business dictates that all staff members have high personal standards – Corporate dress; professional attitude towards clients; cultural sensitivity; and a tidy and efficient workstation/classroom.

	Timetable:
	See Individual Employment Agreement, clause 6.

	Misc:
	Social Club
$ 2.00 per week
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