Position DESCRIPTION

	Position Title: Review and Development Advisor 
Responsible to: Manager, Catholic Education Office
Responsible for: Nil
Organisation Purpose:
· The Diocesan Office exists to support the mission of the Church and in particular the Bishop’s role as Shepherd of the Diocese. The fundamental purpose of each and every staff member’s position is therefore to enhance the growth of the faith communities we all serve. To meet these goals staff work within, and across, teams with a spirit of collaboration and a readiness to engage from time to time in tasks or projects that fall beyond particular job descriptions. 
Position Purpose: The Review and Development Advisor is responsible for helping to ensure the preservation and maintenance of the Special Character of both primary and secondary schools through the Special Character review process and the provision of Special Character professional learning formation for staff and Boards of Trustees.
Date: March 2018




Organisation Context



Key Relationships

	External
· Boards of Trustees 
· Principals
· Director of Religious Studies
· Teachers at Catholic schools
· Other school staff
· Parishes
· National Reviewers
	Internal
· Manager, Catholic Education Office 
· Members of the Diocesan Education team
· Other Diocesan staff



Authorities

	Financial

	TBD

	Staffing

	Nil





Key Result Areas / Key Achievement Areas

The position of Review and Development Advisor encompasses the following Key Accountabilities:
· Special Character Review and Development
· Special Character Advice
· School Staff & Board of Trustees Professional Learning Formation
· Catholic Education Office Support
· Organisational Responsibilities

	Key Accountabilities:
	Position holder is successful when

	1. Special Character Review and Development
As the Review and Development Advisor it is your role to facilitate and conduct a review of Special Character for all schools on a three-four year cycle.

Conduct a special Character review of College hostel as required by the Hostel proprietor.
	· Timetable and plan established for school / hostel visits and reviews.
· Pre-review briefings are carried out.
· Assistant reviewers are trained.
· The Review of Special Character has been led & the review report has been written in a timely manner
· Special Character matters of concern are identified and notified to the Proprietor and school.
· Assistance provided to schools / hostels for their post-review development plans.
· Special Character needs of schools identified and met as effectively as possible. 
· Quality advice and formation is provided to Principals, BoT’s, Directors of Religious Studies and staff on Special Character matters
· Good relationships with the national reviewers group are maintained by participating in their regular meetings.
· Assistance provided with the ongoing development of the national ‘Special Character Review for Development document, as necessary. 


	2. Special Character Advice
As the Review and Development Advisor it is your role to advise the Bishop and Manager - CEO on Special Character matters.
	· Appropriate advice provided to the Bishop and Manager - CEO on Special Character matters.

	3. School Staff & Board of Trustees Professional Learning Formation
As the Review and Development Advisor it is your role to coordinate and provide professional development opportunities for Catholic school staff.


- to provide as appropriate Special Catholic Character Professional learning formation to school staff, hostel staff and Boards of Trustees
	· Lead the planning and coordination of professional learning formation opportunities for BoT’s, senior management, teaching and support staff of schools and hostels, in collaboration with CEO team.
· Professional learning formation calendar is organised and delivered, in collaboration with CEO team.
· Assistance provided in coordinating, delivering and assessing Understanding Sexuality courses for teachers, as required.
· Assistance provided with the delivery of TCI papers (Optional)
· Special Character professional learning formation provided to college hostel staff, as required.
· Professional learning formation needs of Boards are met in collaboration with the CEO Manager and Leadership support position.

	4. Catholic Education Office Support
As the Review and Development Advisor it is your role to provide timely assistance to the Manager, Catholic Education Office and work as part of the Catholic Education Office team in the provision of its service.


	· Manager, Catholic Education Office is promptly informed of any trends or matters pertaining to schools.
· The Manager, Catholic Education Office is supported in maintaining relationship with the Education Review Office.
· CEO Team PLF - is planned, coordinated and evaluated annually in consultation with team. (optional)
· Collaborate and communicate with Catholic Education Office (and wider Diocesan) team members as appropriate.
· Full participation in meetings and professional learning formation as required.

	5. Organisational Responsibilities
As a Diocesan employee these are the responsibilities of all staff.
	· Assisted, as appropriate, in supporting the Diocese’s commitment to Māori Catholics.
· Corporate policies and procedures are complied with.
· Risk is identified and managed.
· Takes responsibility for own health and safety in the work environment and for staff, contractors and visitors as appropriate
· Administration requirements are completed timely and accurately as specified
· Other duties and responsibilities as reasonable and agreed with the Manager, Catholic Education Office. 





[bookmark: _GoBack]Person Specification
This section is designed to capture the expertise required for the role at the 100% fully effective level (this does not necessarily reflect what the current jobholder has).  This may be a combination of knowledge / experience, qualifications or equivalent level of learning through experience or key skills, attributes or job specific competencies.

Qualifications (or equivalent level of learning)
	Essential 
	Desirable

	· Tertiary qualification in education or teaching 
· NZ Registered teacher
· Current driver’s license
	· Graduate level Certification 
· Degree or equivalent background in scripture, theology, Religious Education, Leadership (Catholic) or a willingness to undertake study towards this.



Knowledge / Experience
	Essential 
(indicate years of experience required as appropriate)
	Desirable

	· Comprehensive understanding of Special Character in Catholic Schools
· Recent leadership experience in Catholic character




	· Conversant with the Education Act 1989 (in particular Part 33 State Integrated Schools) and Catholic School’s Integration Agreement requirements 
· Conversant with the National Special Character Review for Development document.
· Review experience
· Knowledge of adult education theory and techniques



Personal Qualities 

The appointee will: 
· Have a passion for Catholic education and a belief in and commitment to the mission of the Catholic Church.
· Willing and capable of sharing a faith characterised by Christian hope and openness.
· Analytical, creative, reliable, organised and able to manage multiple time demands
· A highly skilled oral and written communicator who is able to demonstrate sensitivity and confidentiality in a variety of situations.
· Be pastorally aware and committed to justice.

· Have a strong awareness of New Zealand’s bi cultural heritage and committed to actively engaging with the principles of Te Tiriti o Waitangi in your work.

· Have the ability to work both individually and collaboratively as part of the Diocesan Catholic Education team and with its designated leaders, Manager, Catholic Education Office and Diocesan Manager.

· Prepared to participate in opportunities for further spiritual and professional learning formation.
· Ability to work flexible hours including some evenings and weekends; and to travel (drive) regularly throughout the Diocese. The geographical nature of the Diocese means that regular 2-3 overnight stays are a requirement for the position.

Key Skills / Attributes / Job Specific Competencies 
The following levels would typically be expected for the 100% fully effective level:

	Expert level
	
Special Character of Aotearoa New Zealand Catholic schools


	Advanced level
	
Catholic education experience
Written and verbal communication skills
Teaching and learning facilitation skills /knowledge



	Working Knowledge
	
Scripture and Theological knowledge
Understanding and recognition of the place of Catholic Māori in the Church


	Awareness
	
Treaty of Waitangi




Key Competencies: It is expected that these competencies will be carried out in a manner that reflects the fact the employee is part of a Catholic organisation.   All interactions must recognise and respect the innate dignity of self and the other and place priority on the development of authentic relationships. 
Communication – Individuals who demonstrate this competency interpret and convey information in ways meaningful to others. They are well organised, listen actively and gain co-operation from others.
· Listens, understands and responds to people in a manner that demonstrates an understanding of the other person’s point of view or cultural perspective;
· Uses questions and clarifying techniques to confirm understanding; e.g. appropriate prompts;
· Structures and organises information so that essential points are identified and the meaning is clear, concise and accurate.
· Achieving Desired Results – Individuals who demonstrate this competency organise their own tasks and activities or those of others to meet deadlines, peak periods and unexpected situations within available resources. This requires prioritising and organising beyond the day to day.
· Improves their effectiveness and efficiency by critically assessing their work-flows and the organisation of their work (e.g. anticipates potential problems when planning work and has alternative strategies available);
· Involve other people to reach goals effectively and efficiently;
· Shows initiative in prioritising work to get things done.
· Relationship Management – Individuals who demonstrate this competency take personal responsibility for developing relationships that enhance their performance and further the Diocese’s mission goals.
· Seek feedback on the quality of service provided and take action to improve services;
· Understand the positions of others and the pressures they are under while keeping a clear view of their own role and responsibility;
· Maintain positive working relationships, even when the situation makes this difficult; e.g. separate people from the issue, handle people with tact and diplomacy;
· Make a conscious effort to build rapport and add a personal dimension to working relationships with contacts.
· Problem Solving and Analysis – Individuals who demonstrate this competency solve day to day operational problems in their own work area, working within agreed work methods and instructions.
· Solves day to day operational problems by referring to establish policies and procedures;
· Identifies information relevant to problems;
· Recognises when problems/issues lay beyond own job boundaries.
· Team Work – Individuals who demonstrate this competency make effective contributions to their teams or work groups by encouraging and supporting other staff and by participating willingly in team activities.
· Contributes to and supports team activities (e.g. accepts share of workload, helps others when required);
· Demonstrates commitment to team decisions and goals;
· Shares ideas/information and expertise with other members of the team, acknowledging the value of their contribution.
· Professional and Technical Knowledge – Individuals who demonstrate this competency require knowledge and practical skills in order to perform a range of directed tasks of a more complex nature as well as dealing with routine queries and correspondence. 
· Strategic and Innovative Capability – Individuals who demonstrate this competency understand the Bishop’s role in the education sector. They can relate this to their own work area and look continuously to improve the way things are done.
· Is aware of the services provided within their own group and understands where their position fits into the Dioceses work environment and the Dioceses overall goals;
· Improves efficiency by questioning own processes and work methods, while adjusting routine to accommodate change;
· View problems and ideas from different perspectives.

Change to job description
From time to time it may be necessary to consider changes in the job description in response to the changing nature of our work environment– including technological requirements or statutory changes.  This Job Description may be reviewed as part of the preparation for performance planning for the annual performance cycle or as required.




				
Employee Name		Date
Review & Development Advisor



				
Approved: 	Manager Name	Date
		Manager, Catholic Education Office
Bishop


Diocesan General Manager


Manager Education Office


Review & Development Advisor


Religious Education Advisor (Primary)


Religious Education Advisor (Secondary) / Leadership Support


TCI  & Education Advisor
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