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POSITION DESCRIPTION 
 
Careers & Employability Team Coordinator
 
	Reports to: 
	Employability Hub Manager 

	Division:  
	Careers & Employability 

	Tenure:  
	FulFull time, Fixed Term

	Location: 
	Hillcrest Campus 

	Date: 
	February 2026


 
 
 
Vision 
 
Ko te tangata 
 
A research-intensive university providing a globally connected, innovative and inclusive studenty experience in an environment characterised by a commitment to diversity, respect for Indigenous knowledge, and high levels of community engagement. 
 
 
Values 
 
Ko te mana o Te Whare Wānanga o Waikato ka herea ki tō tātou: 
· Tū ngātahi me te Māori 
· Mahi pono 
· Whakanui i ngā huarahi hou 
· Whakarewa i te hiringa i te mahara 
 
The University of Waikato places a high value on: 
· Partnership with Māori 
· Acting with integrity 
· Celebrating diversity 
· Promoting creativity 

1. GENERAL 
 
The University of Waikato is dedicated to equipping students with the opportunity to apply their academic knowledge and skills in community-based and workplace settings, thereby ensuring they are thoroughly prepared for their future studies, careers, and professional endeavours. 
 
Career and Employability Services are responsible for determining the career development needs of the students and to work with work-integrated learning options, school and student services, key employers, and external stakeholders to develop and deliver innovative career development programmes and services with the aim to enhance the employability of our students and graduates and to create job ready students.
 
 
2. POSITION PURPOSE 

The C & E Coordinator supports inclusive career and employability outcomes by working collaboratively with Māori and Pacific tauira, staff, and industry partners to improve equitable access to career development opportunities. The role also contributes to the delivery of Career & Employability services by creating pathways for students, recent graduates, and alumni to enhance their employability. This includes supporting career planning through the MyCareer Management System, partnering with Marketing & Communications to develop effective engagement strategies, and contributing to the success of the Employability Plus Award and networking events to maximise student participation.


3. ACCOUNTABILITY 

The C&E Team Coordinator is responsible to the Employability Hub Manager. 
 
 
4. FUNCTIONAL RELATIONSHIPS  
 
	Internal: 
	Careers & Employability Team  

	 
	University Librarian
Division and School Staff

	 
	Planning Performance and Analytics Team 

	 
	Staff in the Student Services Division 

	 
	Marketing & Communications Team 

	 
 
	Other University Staff
Current students at the University of Waikato and recent graduates 

	External: 
	Alumni of the University of Waikato 
Community groups and organisations 
Employers 
Careers staff at other tertiary institutions
Career Management Software (CSM) provider (Symplicity)
NZUniTalent


5. KEY RESPONSIBILITIES 

5.1 MyCareer Career Management System

Coordinate the relationship with the CSM provider (Symplicity) working with the CSM support team to resolve issues and monitor new functionality.
Oversee current functionality and the implementation of future function requirements.
Develop and maintain processes and systems for reporting and tracking of accurate stats for engagement activities
Support Careers and Employability staff in the use of data collection tools
Review & approve new job postings, internships and volunteering opportunities on the University Job Board (NZUniTalent)
Add University of Waikato job listings to NZUni Talent as and when requested by the People & Capability Team
Assist students and alumni with accessing the MyCareer platform and trouble shoot any login or technical issues. 

5.2 Communications, Marketing and Social Media
Create effective Social Media content on a range of platforms, including Instagram and LinkedIn.
Work with the UoW Marketing team & the Employer Engagement Lead to identify and develop marketing material for key collaterial, such as flyers, posters, digital screens, website content, and banners. 
Create and distribute the monthly Careers & Employability newsletter to boost engagement and increase student awareness of Careers & Employability Services. 
Assist with the implementation of strategies to raise awareness of the University’s Careers & Employability services to key internal and external stakeholders. 
Coordinate the Careers & Employability inbox by directing emails to relevant staff and ensuring timely follow-up. 
Ensure MyCareer communications, website and social media forums provide relevant and up to date information for students, academics, graduates, alumni and employers regarding emerging workplace technologies, innovations and other job market trends.

5.3 Student, Staff and External Engagement
Training and Knowledge Base provision of the C&E Team suite of services to Student Service staff
Actively promote the Career & Employability Team services at activities such as Orientation, Open Days, Career Expos and industry events
Act as an ambassador for the service by maintaining professionalism, and ongoing engagement in professional development opportunities to ensure cultural, career development and employability knowledge is up to date.
Coordinate the team and work collaboratively with key staff to plan and deliver Careers & Employability promotional events.
Engage with internal and external stakeholders, including Māori and Pacific teams, community organisations, and student groups, to support kaupapa aligned outcomes.

5.4 Employability Plus Award Coordination
Coordinate and advance the Employability Plus Award Programme
Organise and facilitate group volunteering opportunities across the community and the university, which may include coordinating transport to support equitable access to activities.
Promotes the Employability Plus Award Programme at events and provides appointments to guide students through the programme.
Oversees maintenance of student records including confirmation of complete Awards and Certificates 

5.5 General Tasks
Support culturally responsive practice that reflect Te Āo Māori and Pacific worldviews
Contribute to initiatives that improve outcomes for Māori and Pacific tauira
Participate in the maintenance of a safe and healthy work environment for self and others including students. Comply with and undertake responsibilities set out in the University’s Health and Safety Policy 
Represent the Careers & Employability team in student engagement activities

Team Contribution 
Work effectively as a member of the Careers & Employability Team to support other team members and provide support and/or coverage of functions
Work collaboratively to encourage transparency across activities, open sharing of knowledge, and the building of positive relationships to support a high-performance culture
Work with other team members on projects
Support a positive culture and morale 
Comply with and undertake responsibilities set out in the University’s Health and Safety Policy 
 
Continuous Improvement 
· Actively contribute to the ongoing development and improvement of MyCareer systems and processes

Any other duties as required that are consistent with the position held, other than in exceptional circumstances such as rehabilitation after injury or sickness.

NOTE:	Staff have annual objectives, development and reflection (ODR) meetings with their manager. New staff normally attend such a meeting approximately three months after taking up their appointment.
 
 
6. PERFORMANCE STANDARDS 

The C&E team is effectively marketed to students, staff and external stakeholders through collateral, events and engagement opportunities.
The EPA is well-coordinated and running effectively across all three areas – community roles, university roles, and employability development
Productive, collegial working relationships are maintained with all involved in EPA
All internal stakeholders are well supported with the MyCareer platform through provision of accurate, timely data and support related to their roles and responsibilities  
MyCareer Platform inbox is monitored, and queries passed on to relevant C&E staff 
Students and staff receive appropriate and timely communication through print and social media platforms
Safe and healthy work practices are followed.  
University policies, procedures, relevant work standards and statutory obligations are complied with.


PERSON SPECIFICATION
 
EDUCATIONAL QUALIFICATIONS 
 
Essential 
A tertiary qualification in an appropriate discipline, or relevant, equivalent work experience.  
Desirable 
A graduate qualification. 

SKILLS, KNOWLEDGE and EXPERIENCE 
 
Essential 
Proficient written and interpersonal communication skills, capable of building and maintaining productive relationships with university staff and external clients. 
Proven ability to prioritise tasks, exercise sound judgment, and take responsibility for outcomes. 
Committed to maintaining high standards of work quality and output, effectively prioritising work to meet established deadlines. 
Strong attention to detail and accuracy while managing multiple tasks under tight time constraints. 
High level of computer literacy including the ability to use a variety of programmes.
Current New Zealand Drivers Licence. 
Proven skills and experience in events coordination and presenting to large and small groups.
Understanding of Te Tiriti o Waitangi and its application in to student employability, equity and workforce development within the tertiary education.
Demonstrate ability to work effectively with Māori and Pacific communities
Cultural competence or willingness to develop capability in Te Āo Māori and Pacific context

Preferred 
Experience utilising a variety of applications, enhancing overall technical proficiency. 
Familiarity with the University of Waikato’s structures, systems, policies, and procedures, facilitating smoother collaboration and compliance. 

PERSONAL QUALITIES 

A positive attitude, flexible and adaptable. 
Ability and commitment to working collegially within the team, across the whole organisation and with external organisations. 
Ability to work both in a team situation and independently with minimal supervision. 
Flexible, adaptable and resilient. 
Tech savvy with willingness to learn new systems and platforms
Ability to relate to a wide variety of people from a variety of backgrounds and cultures in a helpful, pleasant, courteous and sensitive manner. 
Ability to show initiative along with discretion and judgment. 
Respect for confidentiality. 
Ability to perform well under pressure and to overcome obstacles and complete tasks without becoming overstressed.  
A sense of humour, personal resilience and the ability to work in a dynamic environment.
Availability to work outside of normal office hours and travel when required.
Commitment to a culture of openness, flexibility and co-operation to achieve excellence. 
Commitment to equal opportunity and to the University’s partnership with Māori as intended by the Treaty of Waitangi. 
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