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POSI TI ON DESCRI PTI ON 

               

   
 

 
 

Posit ion Tit le: Execut ive Director, Learning & Teaching Solut ions 

Responsible To: Chief Execut ive  

 

Responsible For: 

 

 

Operat ions Manager, Solut ions Cent re m anager, 

Mult im edia Resource Cent re Manager, Media Developm ent  

Cent re Manager, Managem ent  Accountant  and LTS 

Coordinator.  

 

Posit ion Purpose: The Execut ive Director, Learning & Teaching Solut ions is 

responsible for  leadership and m anagem ent  of t he Learning 

& Teaching Solut ions Directorate team , and to act ively 

cont r ibute to Learning & Teaching Solut ions business 

planning and developm ent .  

 

Locat ion: Lower Hut t  Cam pus 

Date: Novem ber 2011 

 

Em ploym ent  

Agreem ent : 

 

Managem ent  and Specialist  I ndividual Em ploym ent  

Agreem ent  

 

  

Organisat ion Context  

 

The Open Polytechnic operates nat ion-wide as the specialist  provider of vocat ional open and 

distance learning. 

The way we pursue our m ission and our cont r ibut ion to an integrated nat ional system  of 

lifelong learning will ensure equity of access while developing independent  lifelong learners 

who can cont r ibute in a skilled, internat ionally com pet it ive workforce.  

 

Mission Statem ent  

 

The Open Polytechnic st r ives to support  vocat ional lifelong learning and nat ional 

developm ent  goals through innovat ion and excellence in open, flexible learning.  

 

To support  this m ission, all Open Polytechnic posit ion holders m ust :  

 

• cont ribute to the organisat ion’s st rategic goals 

• support  the achievem ent  of these goals 

• com m it  to technology-enabled open and distance learning 

• be flexible and recept ive to change init iat ives  

• cont ribute to enhancing cross- funct ional relat ionships within the Polytechnic. 

 

The m ission of the Learning & Teaching Solut ions Directorate is to em brace all 

aspects of the learning process, including best  pract ice developm ent  of open and 

distance learning (ODL)  resources, courses and program m es and the use of 

technology to enable learning.   

 

Posit ion in the Polytechnic 
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The posit ion report s direct ly to the Chief Execut ive.   

 

Author it ies and Scope of Posit ion 

The incum bent  is expected to develop and m aintain close and effect ive working 

relat ionships with all other m em bers of the Execut ive, and to cont r ibute effect ively in 

m eet ings of the Execut ive Team  and the Council when necessary.  

 

The Execut ive Director is the leader of the Learning & Teaching Solut ions Directorate 

and as such it  is essent ial that  the incum bent  act ively m anages and develops the 

m anagers and staff within the Directorate.  

 

I t  is expected that  in working with others within the Polytechnic, the incum bent  will at  

all t im es act  in a m anner to preserve the good working relat ionships with Execut ive 

Directors.  The incum bent  is also required to cont r ibute resources and services from  

within their Directorate to assist  other Execut ive Directors in the perform ance of their 

roles.  

 

The Execut ive Director is expected to establish and m aintain effect ive relat ionships 

with external individuals and organisat ions necessary for the role t o be perform ed 

while ensuring the Polytechnic is received in a posit ive m anner.  

 

Refer t o Diagram  provided in  Appendix  1  for details of the posit ion and working 

relat ionships. 

 

The Execut ive Director,  Learning & Teaching Solut ions has the authority to m ake decisions 

and carry out  act ions in m at ters relat ing to the key funct ions of this posit ion.  I n addit ion, 

the Execut ive Director,  Learning & Teaching Solut ions can m ake recom m endat ions to the 

Chief Execut ive on all other m at ters.   

Financia l Author ity 

Under delegat ion from  the Chief Execut ive as stated in the Financial Delegat ions Policy, the 

Execut ive Director, Learning & Teaching Solut ions is authorised to incur expenditure in 

accord with the approved budget  for Learning & Teaching Solut ions.   

The Execut ive Director is responsible:  

 To m anage the annual budgets for  the Learning & Teaching Solut ions 

Directorate. 

 To regularly report , and review Learning & Teaching Solut ions operat ing and 

capital expenditure.    

 

Hum an Resources Authorit y 

The Execut ive Director ,  Learning & Teaching Solut ions is authorised to recom m end 

posit ions through presentat ion of a business case, as required to achieve Learning & 

Teaching Solut ions object ives and within the relevant  Directorate’s budget .  The 

Execut ive Director, Learning & Teaching Solut ions is authorised to m ake appointm ents 

below direct  reports once the business case (authorisat ion to recruit )  is approved.  

The Execut ive Director ,  Learning & Teaching Solut ions is authorised to recom m end 

appointm ents of direct  reports t o the Chief Execut ive.  

 

Policy 

The Execut ive Director, Learning & Teaching Solut ions is authorised to im plem ent  all 

Open Polytechnic operat ional policies, st ructures and processes within the 

organisat ion, and to develop and im plem ent  such operat ional policy as is required for  

specific purposes with the Open Polytechnic providing this is done within general Open 

Polytechnic guidelines. 

 

 

Key Accountabilit ies and Responsibilit ies 
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The key responsibilit ies of the posit ion are broadly ident ified below. 

 

 

1 . St rategic Developm ent  of Learning &  

Teaching Solut ions Directorate  and 

the Open Polytechnic 

 

Accountability 

Cont ribute to the st rategic developm ent  of the 

Open Polytechnic. 

 

Responsibilit ies 

 

• I dent ifying st rategic  opt ions for 

considerat ion by the Execut ive Team  and 

cont r ibute to the effect iveness of the work of 

the Execut ive team :   

-  I dent ifying st rategic issues and the 

im plicat ions of opt ions ident ified by others on 

the Execut ive Team , and  

• Support ing Execut ive colleagues to achieve 

their planned cont r ibut ions to the Open 

Polytechnic object ives;  

• Support ing agreed st rategies and act ions in 

com m unicat ion with staff;  

• Preparing appropriate papers for  Execut ive 

considerat ion and present ing issues 

effect ively and in a t im ely m anner;  

 

 

• Develop st rategy to ensure that  the Open 

Polytechnic’s technological capabilit y, and 

resourcing of that  capabilit y, is at  a prem ium  

level, part icularly benchm arked against  

internat ional distance learning organisat ions.  

This will involve:  

-  Developing a good knowledge of the 

Polytechnic’s business to ident ify and 

recom m end where technology and system s 

m ay be em ployed. 

-  Keeping abreast  of technological 

developm ents, part icularly in the open 

distance learning and educat ion sector  

-  Liaising with stakeholders t o oversee 

feasibilit y studies for proposals and gain 

agreem ent  on changes;  

 

• Developm ent  the Learning & Teaching 

Solut ions St rategy and Business Plan. 

Monitoring and report ing on achievem ent  and 

progress against  the Business Plan and 

St rategy and develop alternat ive goals and 

cont ingencies as required. 

 

 

 

• Annual st rategic and operat ional 

plans are developed, approved and 

im plem ented within budget , with 

t im ely reports on achievem ents 

presented to the Chief Execut ive.  

The plans support  and cont r ibute to 

the Polytechnic’s long- range 

st rategies, business plans and 

developm ent .  

 

• Business Plans ident ify the 

resources required to achieve 

specific object ives, and have 

clearly ident ified outcom es on 

which to base resource allocat ion 

and investm ent  decisions. 

 

• The Open Polytechnic has the 

technological capabilit y to achieve 

business object ives.   

 

 

 

2 . Business and Resource Managem ent   
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Accountability 

To lead and m anage the Learning & Teaching 

Solut ions team  effect ively ensuring that  the 

team  achieves business object ives that  support  

the Polytechnic’s business goals and object ives.  
 

Responsibilit ies 

 

• Manage operat ing budget  by cont rolling 

expenditure, ident ifying variances and taking 

correct ive act ion as necessary.  

 

• Develop processes, policies and procedures, 

based on the MOF fram ework where 

appropriate, for effect ive m anagem ent  and 

delivery of Learning & Teaching Solut ions 

services. 

 

• Review Learning & Teaching Solut ions 

resources each year t o ensure the m ost  

effect ive, efficient  and equitable allocat ion to 

achieve planned outcom es 

 

• Delegat ing decision m aking authority and 

task responsibilit ies to staff within the 

Directorate as appropriate, ut ilising staff 

t im e, skills and potent ial effect ively to ensure 

achievem ent  of object ives.  

 

• Establishing perform ance standards for 

Learning & Teaching Solut ions directorate, 

m easuring and evaluat ing in accordance with 

Polytechnic principles taking appropriate 

correct ive act ion, or  recognising good 

perform ance as required. 

 

• Overseeing dissem inat ion of outputs in ways 

that  are t im ely, accessible and m eaningful;  

collat ion of feedback on results;  art iculat ion 

of these where appropriate into future 

st rategies for im proving organisat ional 

perform ance. 

 

• Prom ot ing a posit ive image and m essage of 

the Directorate;  building support  and 

consensus for changes within the 

organisat ion;  developing and delivering 

displays and presentat ions as appropriate. 

 

• Support ing the organisat ion in the 

preparat ion and delivery of briefing papers 

and presentat ions for external audiences.  

 

• Act ively support  the Polytechnic’s 

com m itm ent  to health and safet y best  

pract ice m anagem ent  by m aintaining an 

awareness of and com plying with the 

m anager responsibilit ies for Occupat ional 

 

 

 

 

 

 

 

 

 

 

 

 

 

• Act ion plans, requisite procedures, 

system s and services are in place 

and m onitored, t o be within 

budget , to m eet  ident ified business 

priorit ies and object ives.  This will 

be reported as required by the 

Chief Execut ive. 

 

 

• Regular budget  report ing evidences 

effect ive budget  m anagem ent , and 

provides appropriate rat ionale for 

budget  variances. 

 

• Staff receive appropriate 

com m unicat ion of service delivery 

and plans, and have knowledge of 

process and content  of plan at  the 

relevant  level for their j ob.  

 

• The Directorate m eets it s 

object ives and operates in an 

efficient  and effect ive m anner, 

consistent  with the polytechnic and 

statutory policies. 

 

• Resources, assets and equipm ent  

within the Directorate are m anaged 

appropriately, to m eet  business 

goals.  

 

 

• Potent ial risks are ident ified and 

corrected or reported appropriately 

to allow recovery.  

 

• Appropriate and t im ely response to 

any Health and Safety issues 

arising in the team , and report ing 

of any issues that  have a wider 

context .  
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Health and Safety ( for details of 

responsibilit ies as a m anager refer t o The 

Open Polytechnic Occupat ional Health & 

Safety Policy) .  

 

• Manage qualit y and r isk, by applying qualit y 

system s including perform ance m anagem ent  

and m easurem ent  processes within the team . 
 

 

 

3 . Capabilit y Developm ent  -  Leading and 

Developing the Team  
 

Accountability 

To lead the Learning & Teaching Solut ions team , 

and develop team  perform ance and capabilit y. 

 

Responsibilit ies 

 

• Model Open Polytechnic’s values and 

behaviours.  

 

• Develop a team  and system s that  are 

capable of delivering required outputs. 

 

• Allocate work effect ively, to direct  reports 

and project  team s. 

 

• Recruit  and retain appropriate staff t o 

achieve business goals.  

 

• Coach direct  reports for success and 

establish their developm ent  plans and 

perform ance agreem ents and reviews in 

accordance with the Polytechnic’s 

perform ance m anagem ent  system , 

addressing any perform ance issues as 

required. 

 

• Provide advice and guidance for direct  

report s to enable them  to work effect ively, 

including appropriate involvem ent  in cross-

funct ional and polytechnic-wide projects.  

 

• Ensure the provision of appropriate form al 

and inform al t raining required to develop 

and enhance capabilit y and skills of t eam  

m em bers.  

 

• Managing the annual salary review process of 

Learning & Teaching Solut ions staff.  

 

 

 

 

 

 

 

 

 

 

 

• Direct  reports behave accountably. 

 

• Com prehensive and current  

knowledge of professional/  

technical issues is m aintained and 

shared with team  m em bers. 
 

• Decision m aking authority and task 

responsibilit ies are delegated to 

staff appropriately – using t im e, 

skills and potent ial effect ively to 

achieve object ives. 

 

• Perform ance agreem ents and 

personal developm ent  plans are 

consistent  with the Learning & 

Teaching Solut ions St rategy and 

Business Plan object ives and 

perform ance m anagem ent  process. 

 

• Evidence of technical capabilit y 

developm ent  in the team  is 

dem onst rable. 

 

• Team  m em bers have a well 

developed sense of their own role 

and cont r ibut ion to Learning & 

Teaching Solut ions 

perform ance/ delivery.  

 

• Team  m em bers engage 

appropriately with Open 

Polytechnic m anagem ent  and 

users in both m anagem ent  

oversight  and day- to-day Learning 

& Teaching Solut ions service 

delivery.  
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4 . Service Delivery-  Technology enabled 

pract ices and creat ion of business 

opportunit ies 

 

Accountability 

Lead the developm ent  of an organisat ional 

st rategy to deliver flexible vocat ional learning for 

the 21st century, learner.   

 

Responsibilit ies 

 

• Providing leadership and direct ion to senior 

m anagem ent  and ensuring that  qualit y of 

service is delivered and m aintained at  all 

t im es by these staff.  

 

• Ensuring the Open Polytechnic’s learning 

design & developm ent  is inform ed by 

evolving best  pract ice and pedagogy in the 

internat ional ODL field. 

 

• Overseeing the im plementat ion of new and 

im proved technologies ensuring coherence 

with other teaching and learning offerings.   

 

• Lead new approaches in learning design, 

developm ent , delivery and technology-

supported learning.  

 

• Assess opt ions for increased cost -efficiencies 

in the delivery of t eaching & learning.   

 

• Ensure LTS m aintains expert ise in sourcing 

and adapt ing courseware. 

 

• Use m arket  and learning research and 

feedback to im prove fit - for-purpose products 

and services. 

 

• Prom ot ing a culture of innovat ion and 

cont inuous im provem ent  in learner-cent red 

learning design & developm ent  and teaching. 

 

• Maintaining awareness of current  m arket ,  

econom ic, ODL, polit ical and technological 

t rends and recom m ending st rategies which 

m axim ise opportunit ies and m inim ise r isk for  

the Polytechnic.  

 

• Planning for collaborat ive partnerships with 

other New Zealand ITPs and organisat ions in 

the area of design, developm ent  and delivery 

of e/ blended learning.   

 

• Ensuring LTS is able to work responsively 

within com m ercial environm ents, 

 

 

 

 

 

 

 

 

 

 

 

• The Polytechnic constant ly st r ives 

for  im provem ent  in Learning & 

Teaching solut ions.  

 

• Faculty system s and processes 

effect ively support  qualit y 

educat ional delivery that  m eets the 

needs of differing target  student  

m arkets, professions and the 

com m unity. 

 

• The Polytechnic has qualit y 

im provem ent  and process at  the 

forefront  of it s thinking and 

business planning in Teaching & 

Learning. 

 

• Nat ional and global t rends are 

constant ly reviewed to ensure the 

Polytechnic’s learning and teaching 

solut ions are best  pract ice.   
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partnerships and disciplines.  

 

• Working with Market ing & Com m unicat ions, 

Faculty and St rategy & Analysis to ident ify 

and develop com m ercial product , service 

and/ or partnership opportunit ies. 

 

• Considering how the Open Polytechnic’s 

capabilit y and st rength in technology-enabled 

flexible learning can be deployed in the wider 

tert iary sector and how this can benefit  all 

learners in the sector.   

 

• Consider the internat ional context  and global 

t rends to understand how technology-

enabled flexible learning can be used for  

opening up new opportunit ies and driving 

cost  efficiencies in higher educat ion. 

 

Seeking best  pract ice globally on new and 

innovat ive ways tert iary providers are 

working in technology-enabled learning;  

constant ly reviewing the way we work and 

how we can innovate in areas on learning 

design and developm ent .   

 

 

NOTE: These role accountabilit ies m ay evolve 

with business developm ents, and there m ay be 

other dut ies, relevant  to your area of work, that  

will be required to be perform ed from  t im e to 

t im e. 

 

NOTE:   The above expected results are 

provided as a guide for performance 

standards. The annual performance 

plan and measurements will be 

discussed and agreed between the 

posit ion holder and manager as part  of 

annual performance planning and 

development .  

 

 

Person Specificat ion 

Qualificat ions and Experience 

• Bachelor degree with Honours, or other post -graduate qualificat ion that  has an I T 

/  e-Learning com ponent . 

 

Know ledge and Skills–  Essent ia l 

• Understanding of and experience in the teaching/ learning process in the educat ion 

sector;  

• Abilit y to ant icipate, adapt  to, m anage and prom ote change;  

• Abilit y to work with colleagues in a collegial and const ruct ive m anner and develop 

good working relat ionships with external contacts and clients;  

• Experience in im plem ent ing technological change throughout  an organisat ion;  

• Well-developed negot iat ion skills with the abilit y to clarify goals and ensure 

agreem ent  is reached on a com m on understanding;  

• Strong profile in the area of e-Learning and/ or design and developm ent . 

• Good oral and writ ten com m unicat ion skills with the abilit y to com m unicate 

inform at ion, concepts and argum ents effect ively in individual and group 

situat ions;  

• Sound planning and organisat ion skills, including the abilit y to m eet  deadlines 

under pressure;  
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• Abilit y to balance priorit ies, ident ify effect ive and efficient  solut ions, delegate, 

solve problem s and m ake decisions in a range of situat ions;  

 

Personal Qualit ies 

• Client  and professionally- focussed;  

• A com m itm ent  to personal and professional excellence and ongoing developm ent ;  

• I nit iat ive, discret ion, sound judgm ent  and diplom acy;  

• Strategic thinker with abilit y to ant icipate potent ial problem s and develop 

solut ions;  

• Dem onst rated com m itm ent  to working within a team  environm ent , developing 

effect ive internal and external working relat ionships;  

• Com m itm ent  to organisat ion values and to m eet ing st rategic goals and object ives;  

• Flexibilit y, self-m ot ivat ion and responsiveness;  

• Com m itm ent  to the principles of equal em ploym ent  opportunit ies, and proven 

concern for diverse cultural, social and educat ional needs;  

• An understanding of the Treaty of Waitangi as it  relates to the educat ion sector.  
 

Managem ent  Com petencies 

I t  is expected that  the Execut ive Director, Learning & Teaching Solut ions will 

dem onst rate the following Managem ent  Com petencies:  

• Change Orientat ion 

• Custom er Orientat ion 

• Future and Wider View Orientat ion 

• People Managem ent  

• Planning  

• Relat ionship Managem ent  

• Resource Managem ent  

• Results and Outcom es Focus 

• Team work 

 

The com ponent  detail of these com petencies is provided in Appendix  2   

 

Acceptance 

This Posit ion Descript ion m ay be reviewed to m eet  changing business requirem ents, 

or as part  of the preparat ion for the perform ance developm ent  process, or as a result  

of the perform ance m anagem ent  process.  Any required change will be discussed with 

the posit ion holder and confirm ed by the Chief Execut ive. 

 

I  confirm  that  this Posit ion Descript ion accurately describes the work of the Execut ive 

Director, Learning & Teaching Solut ions posit ion. 

 

__________________________________________       ____________ 

Chief Execut ive           Date:  

 

I  accept  this Posit ion Descript ion reflects the dut ies and responsibilit ies of the 

Execut ive Director, Learning & Teaching Solut ions posit ion for which I  am  

accountable:  

 

_______________________________________            ____________ 

Posit ion Holder            Date:  
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Appendix  1  

Posit ion: Execut ive Director , Learning &  Teaching Solut ions 

 

Role  Relat ionships Diagram  

 

 

 

 

 

      

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Key External Relationships: 
 
Relevant Industry Leaders 

• Professional, business and 
industry organisations,  

• Other tertiary education 
providers. 

• Consulting organisations 
 

 

 

 

Position: 
Executive Director, 

Learning and 

Teaching Solutions 

Responsible for: 
 

• Operations Manager 

• Solutions Centre Manager 

• Multimedia Resource Centre Manager 

• Media Development Centre Manager, 

• Management Accountant  

• LTS Coordinator. 

• Cross-functional teams 

Chief Executive  Reports to: 
 

Polytechnic Council 

  

 
Reports to: 

 

Chief Executive 

Key Internal 
Relationships: 

 
• Executive Directors 

• LTS Managers and staff 

• All other managers and 
staff across the 
Polytechnic 
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Appendix  2  

 

THE OPEN POLYTECHNI C MANAGEMENT COMPETENCI ES 

Change Or ientat ion  

 

1.  Has a posit ive approach to change.   

2.  Shows the abilit y to be flexible and adaptable. 

3.  Looks for im provem ents to processes, dem onst rat ing an openness open to new 

ways of doing things.   

4.  I s willing to quest ion accepted approaches and processes.  

5.  Cham pions innovat ive ideas in the team , and on behalf of the team .  

 

Custom er Orientat ion 
 

1.  Endeavours to see things from  a custom er perspect ive.  

2.  Ensures that  the work of the team  takes custom er needs into account .    

3.  Strives to deliver beyond custom er expectat ions and go the ext ra m ile for  the 

custom er.  

4.  Looks for internal process im provem ents to im prove the qualit y of custom er 

service. 

5.  Always acts in an ethical m anner. 

 

Future &  W ider  View  Orientat ion  

 

1.  Dem onst rates an abilit y to build a set  of long- term  goals for the team  or business 

unit . 

2.  I n set t ing goals or init iat ing project s, takes account  of possibilit ies and 

opportunit ies outside the im m ediate team  environm ent .   

3.  Maintains a range of networks inside and outside the Polytechnic to keep up to 

date with professional, technological and other changes.   

4.  I s able to ident ify opportunit ies for business im provem ent .  

5.  I s able to m anage tensions between longer- term  goals and short - term  pressures.  
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People Managem ent   

 

1.  Has a leadership style that  recognises and caters for differences within the team . 

2.  Dem onst rates the ability to set  “SMART”*  obj ect ives for staff,  allocate tasks, and 

organise workflow and t im elines.   

3.  Gives effect ive feedback to staff through both form al appraisal and inform al 

m eans. 

4.  Recognises people’s st rengths and developm ent  needs, and coaches them  to 

m axim ise their potent ial. 

5.  I s able to effect ively delegate both tasks and responsibilit y to others.  

 

Planning  
 

1.  I s able to develop clear and achievable business plans, with appropriate 

m ilestones, resource allocat ion, and success indicators.  

2.  Shows an awareness of the inputs needed to m ake effect ive planning decisions. 

3.  I nvolves appropriate people in developing plans. 

4.  Can ident ify, ext rapolate and effect ively m onitor the key perform ance indicators 

for  plan success.   

5.  I s sufficient ly flexible to am end plans to take account  of new inform at ion or 

altered direct ions.   

 

Relat ionship Managem ent  

 

1.  Understands the im plicat ions of relat ionships outside the im m ediate team  or 

business unit . 

2.  I s able to posit ively deal with conflict . 

3.  Can m aintain posit ive relat ionships with others even in situat ions where there m ay 

be com pet ing priorit ies.   

4.  I s sensit ive to the needs and background of the other party to the relat ionship.   

5.  Has the abilit y to influence others and build effect ive networks and alliances.  

 

Resource Managem ent   

 

1.  I s able to effect ively m anage assets, processes and finances.   

2.  Can prepare budgets, and act ively m onitor perform ance against  budget  or  plan. 

3.  I s able to successfully m anage projects ( inside budget  and t im e const raints) , 

within own scope of responsibilit y. 

4.  I s able to intervene effect ively when progress against  budgets, plans or proj ects is 

off t rack. 

5.  Looks for innovat ive ways of achieving m ore results for less input .  
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Results and Outcom es Focus 
 

1.  I s able to ident ify the outcom e they are seeking and the processes to achieve that  

outcom e. 

2.  Can put  in place and m anage the processes and resources to achieve the desired 

outcom es. 

3.  Can define for others what  the priorit y areas are and take decisions based on 

these priorit ies. 

4.  I s able to m ake effect ive decisions on the basis of lim ited inform at ion.   

5.  I s willing to accept  accountabilit y for the decisions m ade and the results of those 

decisions. 

 

Team  W ork   

 

1.  Dem onst rates the ability to form  a team  and br ing new m em bers into t he team  as 

and when required.   

2.  Facilitates the part icipat ion and cont r ibut ion of all team  m em bers through 

appropriate listening, encouraging, and quest ioning.  

3.  Shows com m itm ent  to t he team  and cont r ibutes to the team  effort .    

4.  Co-operates in a posit ive m anner and abides by team  decisions even if these 

conflict  with their personally held views.  

6.  Accepts feedback from  others, and incorporates this into their own behaviour. 


