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	Position Title:
	Curriculum and Learning Experience Writer

	PSO Function:
	Development Function, People and Culture

	Reports to:
	Team Manager - Education in Schools 

	Last review date:
	Feb 2026



He huanui oranga mō ngā mokopuna roto I ngā hāpori heke iho, heke iho
 Setting the path of wellness in our communities, for the early years and for generations to come.
	Plunket Strategy



Whānau Āwhina Plunket is focused on making a difference for New Zealand children and whānau in their first 1000 days of life. To achieve this vision, we aim to be a cohesive and great national organisation grounded in evidence and best practice, with the needs of New Zealand families and whānau at the very centre of everything we do.  

	Overview of the Organisational Development Function


Where the OD Function fits in the organisation
The Organisational Development (OD) function is one of five functions within the People and Culture (P&C) along with HR Business Partnering, HR Shared Services, Communication, and Ringa Raupā Rōpū (RRR). P&C is part of Plunket Support Office (PSO) who collectively support the regional operations teams (Northern, Southern, and Central) and PlunketLine to provide services to our whānau. 
What the OD function does
The OD function provides a wide range of development services internally across Whānau Āwhina Plunket and externally to other Well Child Tamariki Ora (WCTO) providers, schools, whānau, and others involved in caring for tamariki and pēpi.  OD team members (except for EiS) collaborate to provide the following internal services:
Provide fit-for-purpose learning resources and development support that orientate individuals into their new roles, and continue to uplift their technical and behavioural capability over time
Support leaders to enhance their leadership capability, establish high performing teams
Lead organisational culture initiatives including the design of people processes and surveys 
Provide specialist OD and clinical advice and actively support the design and implementation of organisational change initiatives or clinical practice improvements

Supported by the L&D specialists and Learning and Development Coordinator, the Education or EIS teams provide the following external services:
Provide WCTO certificate programmes in partnership with Whitireia Community Polytechnic to internal kaimahi and external providers (Education Team)
As a registered Private Training Establishment (PTE), provide NZQA accredited assessed programmes, micro-credentials, or singular unit standards to school or adult learners (EiS)
Develop and provide accessible education resources to uplift the capability of anyone caring for children. (Education/ EiS / other specialist teams)
	Purpose of the Position



As a pivotal member of the EiS team, the curriculum writer position involves a range of responsibilities that help to keep EiS functioning effectively. Firstly, as the administrator they coordinate the delivery of the EiS teacher led programme and ensures teachers and EiS Educators are well supported to deliver quality assessed and non-assessed education to schools and other organisations. They assist the team leader with compliance monitoring and administration, marketing and reporting activities including full responsibility for the marketing and management of EiS Online Programmes. Secondly, as moderator they ensure all assessed EiS programmes are delivered to the requirements of the Royal New Zealand Plunket Trust, the New Zealand Qualifications Authority and New Zealand educational institutions. 
	Dimensions of the position 


Responsible to:			Education in Schools Team Manager
Responsible for:		No direct reports. 
Delegations:			As per the Schedule of Delegations.
Functional relationships: 	These are the main stakeholders they might engage with:
Internal:
· EiS Team members
· Nga pou hihiri team
· Education and L&D team members 
· Community services kaimahi, managers, and volunteers
· Plunket Support Office 
· Brand and Communications team
· ECE governing bodies
· Other P&C members 
External:
· Youth Service Providers
· Relevant community agencies
· NZQA representatives	Comment by Alice Ingram: +Industry Skills Board	Comment by Sharelle Rowntree: I thought I might do this in your absence
· Members of the public
· Iwi and Māori organisations 
· Learners – mainly school aged students, but can be parents and other whānau
· Teacher Advisory Group
· Students
	Key accountabilities 



Creating Impactful Learning Experiences

· Develop new materials in order of priority in consultation with the Team Manager and stakeholders, both assessed and non assessed, including but not limited to student workbooks, assessments, teacher guides, assessment and marking sheets and basic Teacher PowerPoints
· Asset in the creation of marketing material for courses in conjunction with the Brand department.
· Ensure learning design considers user needs nationwide and is culturally inclusive and safe.
· Design learning using current Plunket, Ministry of Health, and Ministry of Education information.
· Create assessments that meet the unit standard CMR requirements, that are relevant to learners, and support their success.
· Design learning that meets our standards, effectively engages learners, and promotes our brand.
· Ensure learning incorporates a range of assessment techniques (manageable in a school setting) and creates assessment matrices.
· Plan unit standard material content
· Manage the review process for all new materials in conjunction with other staff and agencies.

Enhance existing learning 

· Take ownership of renewal process for unit standards, ensuring the current version requirements are met of those due for renewal, preparing and completing communicating and submissions as needed.
· Review and update existing learning material as prioritised.
· Ensure the appropriate use of technology resources across all learning material e.g. You Tube clips, and additional e-learning formats which may be of use to EiS clients; ensures copyright is upheld and images align with Plunket policies 
· Review and add learning material and resources as they become available when appropriate.
· Engage with Whānau Āwhina Plunket’s subject matter experts (SMEs) to identify and remove outdated information in line with Te Whatu Ora standards
· Modernise learning material to ensure learners experience is maximized.
· Communicate industry changes to EiS team and prepare updates for Teacher led schools.

Policy and compliance requirements

· Maintain a sound understanding of education policies and academic standards.
· Keep up to date with NZQA and ISB requirements for programme development.
· Follow industry developments including ISB , MOE and NZQA. 
· Complete the content and assessment documents for new units within the agreed timeframes.
· Prepare materials for pre-assessment moderation and makes amendments based on feedback.
· Manage unit approval process with NZQA though to acceptance.



Support and Communication

· Participate in meetings (phone, face to face, Teams) to discuss draft materials and progress.
· Participate in regular discussions and or prepare reports on progress with the Team Manager.
· Prepare for, participate in, or lead PTE Advisory Group meetings as required.
· Support the induction of new educators, and PD for EIS educators, and teachers in schools.
· Prepare and run workshops for educators on new units/micro credentials developed.

Compliance monitoring and administration
Assist the team manager with any responses to queries from NZQA.
Keep abreast of changes to NZQA Unit Standards and inform the Team Manager of pending changes. 
Keep list of EiS Unit Standards updated
Assist with the preparation of External Education Review and other compliance documentation. 
Provide administrative support to compliance processes.
Health & Safety 
Proactively manage own personal health, wellbeing, and safety
Ensure own and others’ safety at all times by observing health and safety practices in all workplace activities, and taking appropriate action to prevent, deal with, and report workplace hazards, accidents, and incidents.
Comply with relevant safety legislation, policies, procedures, safe systems of work and event reporting.
Position description and scope of duties
· Please note – we make every effort to capture the requirements of a positions in a way that provides sufficient clarity. However, we do not capture all tasks. This means a person in this role may be asked to take on responsibilities not captured in their position description but linked to the intended purpose of their position. 
· In addition, as we are always adapting to our changing contexts to find better ways to deliver to whānau, it may be required that you are asked to contribute your experience and capabilities to work outside of your usual role from time-to-time following consultation.
	
Person Specification



To further Whānau Āwhina Plunket’s vision and goals we expect all Educators to: 

· Be a Pro-equity Advocate – Consistently behaves in a manner that reflects the principles of Te Tiriti o Waitangi. Articulates Whānau Āwhina Plunket’s proequity position to others and advocates for culturally safe service and equitable outcomes. 
· Role model our uara - Demonstrates Plunket’s uara (values) in all interactions. 
· Demonstrate commitment to our vision and strategies – Works to achieve set goals, showing a high level of commitment, adaptability and tenacity. Demonstrates a helpful mindset and behaviour when working through change or uncertainty. 
· Demonstrate cultural awareness, competence and confidence – Understands and appreciates cultural differences and the importance of diversity. Interacts with others in a culturally appropriate and inclusive way.  


Qualifications and Experience required for this role

· 5 years experience designing programmes and learning resources that maximize engagement and learner experience
· 2 years NZQA aligned curriculum writing experience, including the design of assessments 
· 2 years Experience working in community settings such as Early childhood education/parenting education/child health 
· Experience or Education background [at a PTE or similar]

Role-specific competencies (skills, knowledge, attitudes and attributes) 
Computer and Design
· Graphic design and production of learning materials
· Advanced use of MS Office, MS Excel, Canva, AI tools, PowerPoint, Outlook and an online learning platform 

Learning Design Experience
· Able to take an innovative to approach to education
· Able to conduct research and use this when preparing content for learning resources 
· Able to write in simple terms for those with low literacy or learning challenges, clearly communicating information to ensure it is understood
· Exceptional attention to detail – must proof work to very high detail.

Education System
· Understanding of Secondary School education in NZ and teaching in this setting
· Basic understanding of ECE or Primary school in New Zealand
· Set standards, strives for excellence, and takes ownership of results
· Experience working within a high school situation
Subject matter knowledge
· Sound understanding of the needs of children and child development

Intrapersonal competence
· Emotional maturity – Manages challenging situations calmly, maintaining a high level of integrity, objectivity and professionalism.
· Accountability - Assumes responsibility for completing tasks to a high standard. Takes ownership of own limitations, mistakes and development. 
· Solution focused - When faced with obstacles, shows initiative, keeps perspective and perseveres to find pragmatic solutions. 
Interpersonal competence
[bookmark: _Int_oey5rgvM]Strong customer service focus - Enjoys helping and sharing information with others. Is approachable and customer focused at all times, even under pressure. 
Empathy - Shows empathy for the people experiencing the complexities of caring for children, or other personal or study related challenges.
Team orientation - Works effectively and collaboratively with team members to achieve team objectives.  Acknowledges, respects and utilises the skills and knowledge of colleagues.
Effective communication – Listens effectively and expresses ideas clearly in writing and verbally, using Te Reo me ōna Tikanga as appropriate. 
Collaborative relationships - Able to engage and interact with a wide range of internal and external stakeholders to build and maintain effective working relationships.
Work style and thinking competence 
Advanced organisational skills – Plans ahead and works in a highly structured but flexible way to meet deadlines. Takes responsibility for the management and delivery of multiple priorities. Copes well at times of pressure when there are high volumes of work. 
Detail orientated – Is able to work accurately with detail and ensures data is collected and reported correctly.
Improvement orientation – Constantly looks for ways to improve processes and service delivery. Puts these ideas forward and implements agreed improvements. 
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In the first 1000 days we make the difference of a lifetime




