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Tō mātou tirohanga roa | Our vision 

He akoranga whaihua – kia waihanga i te ao o āpōpō | Learning with purpose, creating our futures 

Ā mātou mara | Our values 

Manawa nui | We reach out and welcome in 

Manawa roa | We learn and achieve together 

Manawa ora | We strengthen and grow the whole person 

Tō mātou uptake | Our purpose  

Te Pūkenga provides excellent and quality education opportunities that support learners, employers 
and communities gain the skills, knowledge, and capabilities Aotearoa needs now and for the future. 
Learners and their whānau are at the centre of all we do. 

Ā mātou tino whāinga mātauranga | Our educational priorities  

We have five educational priorities. They support us to meet our legislative requirements, and will 
guide our work over the next few years: 

• A relentless focus on equity and ensuring participation – we honour and uphold Te Tiriti o 

Waitangi in all we do. 

• Delivering customised learning approaches that meet the needs of learners and trainees 

wherever they are. 

• Using our size and scale to strengthen the quality and range of education delivery throughout 

Aotearoa. Excellence in educational provision for all. 

• Services that meet the specific regional needs of employers and communities. 

• Transition educational services in a smooth and efficient manner. 

Reports to:  Team leader - PMO 

Team:  Project Management Office 

Date:  January 2022 



      
 

 

 

 

 

 

 

Kaupapa | Purpose 
The Programme Coordinator will support the Programme Management Office (PMO) staff to manage and coordinate the PMO to support Te Pūkenga programmes 
of work.  This includes all tasks that enable deliverables to be achieved on time, to budget and producing the desired results.  The Programme Coordinator will also 
support the PMO to ensure updates, reporting, plans and documentation are completed on time, and are documented appropriately. 

 

Waiaro | Be 

• Highly efficient and organised, with 

attention to detail, able to multi-tasks 

and priortise effectively, working well 

under pressure. 

• Committed to the Reform of Vocational 

Education and the Charter of Te 

Pūkenga, including Te Pae Tawhiti (Te 

Tiriti o Waitangi Excellence Framework). 

• A problem solver with a can-do attitude. 

• Committed to and capable of partnering 

with others, works well in a team, taking 

an inclusive approach but also able to 

work independently. 

• An adaptable and flexible team player 

with a good sense of humour, with 

excellent communication and people 

skills. 

• Passionate in the continuous pursuit of 

enabling ākonga/learners success. 

Ngā mahi | Do 

• Contribute to the timely delivery, 

monitoring and reporting of team 

workplans as needed. 

• Assist the PMO to prepare the 

workstream programme and plans and 

progress and produce regular reports as 

required. 

• Maintain and update the team risk 

register as required; identify and advise 

the Programme Manager of any issues 

and risks. 

• Develop and maintain systems and 

processes that contribute to team 

effectiveness and workstream efficiency; 

provide support and training to project 

coordinators. 

• Liaise on behalf of the PMO with Te 

Pūkenga directorates, team members and 

key stakeholders in coordination of 

programme delivery. 

• Ensure that activities relating to the 

team’s work are planned and performed 

correctly and are within agreed 

tolerances, notifying the Programme 

Manager of any potential deviations from 

plans. 

• Support the PMO to induct new team 

staff to systems and processes that 

support the work programme. 

• Such other reasonable duties as may be 

required from time to time. 

Pūkenga | Have 

• Knowledge and experience base from the 

Vocational Education sector. 

• Proven ability to contribute to significant 

projects from design to successful 

delivery. 

• Demonstrated experience of at least 3 

years, in or exposure to a range of 

project and change methodologies (such 

as Agile, Waterfall, PROSCI). 

• Excellent relationship management skills. 

• Excellent written and verbal 

communication skills. 

• Solid organisational skills including 

attention to detail and multi-tasking 

skills. 

• A proven problem solver, able to multi-

task and prioritise. 

Ngā Hononga Mahi | 
Working relationships 
Functional Relationships 

Internal: 

• Project/Programme Managers 

(including within other divisions) 

• Te Pūkenga network and 

subsidiaries 

External: 

•  

 

Resource delegations and responsibilities 

Number of Direct Reports:  NIL 

Number of Indirect Reports: NIL 

Responsible for contract staff, and/or 
coaching, training of others: NIL 

Responsible for new employee hire: NIL 

Budget owner: NIL 

Delegated Financial Authority: NIL 


