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APPLICATION FOR EMPLOYMENT FORM

INSTRUCTIONS
Please complete all sections of this form, answering all questions. The form must be signed and dated. In addition to this form, applicants are asked to provide a full curriculum vitae (including personal information and relevant life history) and a letter of application.

If you are offered this position, you will be required to provide either original or certified copies of your qualifications.  We also require proof of identity e.g.  passport or birth certificate.
This pack includes:  Application for Employment Form,  Mission, Values and Goals Statement, Position Description and Person Specification
VACANCY DETAILS

Position Applied For: 
ICT Senior Microsoft Engineer
Position number:
ICT101/1SME
Closing Date:
Friday 3rd September 2010
Where advertised (eg. Dominion Post 8/8/10) or how did you find out about the position (eg friend)
__________________________________

PERSONAL DETAILS

First Name(s):
   Family Name: 

Also known as 
     Gender:  F/M

Contact Address:
Home: 

    Phone: _______________

Work:

    Phone: _______________

Email address:  





Cell Phone No.



PERMANENT RESIDENCE

Do you have the right of permanent residence in New Zealand or a valid work permit?

Y/N

CRIMINAL CONVICTIONS

Note: Criminal records concealed under the Criminal Records (Clean Slate) Act 2004 are not part of the convictions check by Whitireia Community Polytechnic.  If you have convictions and you are unsure as to whether they may be concealed under the Act 2004, further information maybe obtained from the Ministry of Justice.   http://www.justice.govt.nz/privacy/clean-slate.html
Have you ever been convicted of any criminal offence, and/or are you awaiting the hearing of charges in a court of law? 

If yes, please provide brief details below except for those cases where our asking you would, breach the Criminal Records (Clean Slate) Act  2004. 

MEDICAL

Do you have any condition that may affect your ability to effectively carry out the functions and responsibilities of this position?
Y/N/Possibly

If yes/possibly, please detail _________________________________________________________________

Have you had an injury or medical condition caused by gradual process disease or infection arising out of work that may be aggravated or further contributed to by the function and responsibilities of this position?
Y/N

If yes, please detail: 

Do you agree to undergo a medical examination (at our expense) if required?
 Y/N

Have you ever claimed accident compensation?
Y/N

For a work related accident?
Y/N

For an accident outside work eg home, sports injury etc? 
Y/N

If yes, please detail: 


REFEREES (to be completed by all applicants)
	Please give names, address and telephone numbers of at least two referees (at least one referee must be from your immediate previous employment. If you have not yet been employed someone who knows you well).

	Name
	Position/Relationship
	Address

	Phone/Email   #       

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


DECLARATION

I __________________________________________________(full name) declare that to the best of my knowledge the information in this application, including my curriculum vitae and letter of application, is correct. I understand that if any false or misleading information is given, or any material fact is not disclosed, I will not be accepted, or if I am employed, my employment will be terminated. I also understand that any false information given in relation to my medical history may result in my loss of entitlement for any employment compensation.

I also consent to Whitireia Community Polytechnic seeking verbal or written information about me from the named referees.

Signed: ______________________________ Date:
__________________

EQUAL EMPLOYMENT OPPORTUNITY

Under the terms of the Education Amendment Act 1989 Whitireia Community Polytechnic is required to supply statistical information to monitor Equal Employment Opportunities. Completion of this section is voluntary, and is required for statistical purposes only. This section will not form part of your application for the position.

Which ethnic group do you belong to?

0  NZ European/Pakeha
(        1 NZ Maori     
(      
2  Samoan    (
3  Cook Island Maori
(        4  Niuean       
(
       5  Tongan     (
6  Tokelauan
(
7  Chinese   
(
       8   Indian      (
9  Other (please specify) 

Age: 
 Date of Birth: 

Please return completed application form with your CV to: 
recruitment@whitireia.ac.nz
The Recruitment Team 
Human Resources, 
Whitireia Community Polytechnic, 
Private Bag 50-910, Porirua City

MISSION, VALUES AND GOALS

MISSION STATEMENT
Whitireia Community Polytechnic’s mission is to provide excellent education and training opportunities for individuals to develop their talents and abilities to contribute to the social well-being and economic success of their society.

Whakatauki
Te manu e kai ana i te miro – nōna te ngāhere. Engari te manu e kāi ana i te mātauranga – nōna te ao.

The bird that eats of the miro berry owns the forest, but the bird that eats of education owns the world.

VALUES

	Manaaki
	Encouraging the sharing of views, learning and resources, where individual self-esteem (mana) and group harmony result from caring about and supporting one another.

	Identity
	Creating a learning environment where all people feel they belong because their uniqueness is valued and promoted.

	Equity
	Achieving more equal outcomes by providing significant learning and education success for those who have not previously had such opportunities.

	Responsiveness
	Being flexible, creative and open to change, to better meet individual, industry and community learning needs.

	Success
	Being an effective organisation with a clear sense of purpose, striving for excellence and creating an environment where all have the right to succeed.

	Integrity 
	Maintaining the highest ethical standards and permitting public scrutiny of all processes to ensure the continuance of those standards.

	Accountability
	Monitoring and reporting on the maintenance of educational quality standards and on the responsible use of public resources.


GOAL 1
To extend the range, relevance and quality of learning opportunities offered to students to enhance their potential, particularly for employment, locally, nationally and internationally.
GOAL 2
To focus on the success of every student through flexible learning delivery, technology supported learning and quality educational support services.

GOAL 3
To be recognised as a leading provider of tertiary education for multicultural communities and in achieving equity of educational and employment opportunities.
GOAL 4
To enhance the long-term financial viability of the polytechnic through sound financial management, effective administrative systems and managed entrepreneurial activities.

GOAL 5

Whitireia is committed to implementing Te Tiriti o Waitangi.
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Position Description

POSITION: 
Senior Microsoft Engineer

REPORTS TO:
Information and Communication Technology (ICT) Manager

DIRECT REPORTS:
Nil
EMPLOYMENT TYPE:
Permanent – Full time

DELEGATIONS:
Nil
FUNCTIONAL RELATIONSHIPS
	Internal
	External

	Functions as a member of the ICT Services team and the Infrastructure Group.

Liaises with the academic and business units as required

	ICT staff in other educational and training institutions

Relevant professional, industry and community organisations

Microsoft, infrastructure and software vendors and contractors

	
	


STATEMENT
The core purpose of Whitireia is to build futures for our students and communities and all employees’ roles are expected to incorporate and reflect Te Tiriti o Waitangi, the Vision and Values/Principles of Whitireia:

Vision - Whitireia will lead and illuminate its communities through tertiary education

Te Tiriti o Waitangi - Take all practical steps to create and maintain a culturally sensitive environment for staff, students and other persons. Where appropriate attend training about Te Tiriti o Waitangi and/or biculturalism
Whitireia Values - Demonstrate professional practices that reflect the Whitireia values and principles
POSITION PURPOSE
To support, develop and maintain an effective server and application infrastructure operation across all the Polytechnic’s campus sites.  .  

Changes to this position description

From time to time it may be necessary to consider changes in the position description in response to the changing nature of the work environment (including technological requirements or statutory changes).  Such changes may be initiated by the manager of this position and agreed through consultation
Principal Accountabilities
Microsoft Server and Application Services

All operational file servers are set up, documented and maintained in line with the published standards of the ICT Services Service Level Agreement (SLA) and Service Quality Plan. 

Maintain all  servers  at the correct patch and service pack release levels

Monitor the operational performance of all servers

Conduct regular capacity planning analysis

Detailed planning, documentation and implementation of ICT projects are completed in line with a project plan.

Disaster Recovery and Business Continuity Planning
Disaster Recovery (DR) and Business Continuity Plans (BCP) are accurate, up to date and documented to an agreed level for all servers

.
Accurate and up to date, documentation for backup and  archive processes and procedures are in place for all operational servers

Quarterly DR tests are conducted to ensure servers and applications operate at the agreed service level specified in the Business Impact Analysis and the Service Quality Plan.

BUSINESS PLANNING
Participate and contribute to the business planning process that supports Whitireia outcomes and provides proactive engagement with all internal stakeholders.

Contribute to the ICT Services Team by leading or assisting with projects from time to time
Personal Development
Remain competent and up-to-date with current practices in areas of responsibility

Identify professional activities available to enhance own development
Health and Safety
Take all practical steps to create and maintain a safe and healthy environment for employees, students and other persons.
Changes to this position description

From time to time it may be necessary to consider changes in the position description in response to the changing nature of the work environment (including technological requirements or statutory changes).  Such changes may be initiated by the manager of this position and agreed through consultation
PERSON SPECIFICATION

Qualifications/Experience
Essential:
Microsoft qualifications

Relevant tertiary qualification or equivalent experience

Network experience
Microsoft Server 2008 R2 Hyper-V virtual server and application infrastructure

Microsoft Systems Centre Management suite

Powershell scripting experience

Desirable:
Assigned projects are completed on time and within budget

Experience with SQL Server database

Effective levels of written and oral communication skills with the ability to reach all levels

Knowledge of tertiary systems

Personal Attributes
Effective teamworker who is open to change and enjoys a challenge

Has integrity

Develops working relationships

COMPETENCIES  (Under development)
Personal Capability (self) 
- how an individual conducts themselves at work

Effective Relationships
- relating to an individual’s interpersonal behaviours

Effective Practices

- how an individual undertakes and completes their work

Personal Capability

	Demonstrates strategic focus
	· Demonstrates and applies knowledge of the connections between the broader tertiary education environment, and the strategic directions, goals and policies of Whitireia and applies these in practice

· Contributes to developing and implementing practical strategies with/for our communities Participates in the broader professional and cultural life of the organisation

	Upholds organisational values
	· Implements Te Tiriti o Waitangi, Whitireia values, Code of Ethics and Code of Conduct in everyday practice
· Demonstrates openness to, communicates with, and relates appropriately to diverse cultural needs and viewpoints 
· Uses culturally appropriate processes and protocols in the work context

	Focuses on outcomes
	· Performs tasks to achieve the outcomes and outputs of the position
· Assesses the impact and implications of own performance on the organisation

	Participates actively in self evaluation, review and professional development
	· Critically reflects on work and uses feedback to identify strengths and areas for development

· Pursues opportunities to engage in professional development to enhance expertise and practice

· Maintains and develops  capability to work with diverse communities and  external  industry and professional networks


Changes to this position description

From time to time it may be necessary to consider changes in the position description in response to the changing nature of the work environment (including technological requirements or statutory changes).  Such changes may be initiated by the manager of this position and agreed through consultation
Effective Relationships
	Demonstrates Student/Customer/Stakeholder Focus
	· Identifies and responds appropriately to the diverse needs of students and other internal and external customers /stakeholders 

· Maintains appropriate behaviour  and boundaries as described in Whitireia policies, including Health & Safety , Code of Conduct 

	Establishes effective relationships
	· Listens actively to and considers the ideas and opinions of others

· Communicates ideas and information in language style and medium appropriate to the intended audience
· Develops and maintains effective working relationships  both within and  outside the organisation to achieve agreed outcomes

	Works collaboratively in team
	· Participates in planning achieving  and evaluating team goals and purpose 

· Shares information, knowledge and skills that enhance team/organisational  function

· Identifies organisational opportunities and promotes these effectively to others 

· Encourages organisational learning approach
· Takes leadership role in areas of expertise to achieve organisational goals


Effective Practices

	Manages work to meet outcomes 
	· Develops and implements a plan with clear steps to achieve required position outcomes

· Follows up to determine the effectiveness of actions

· Uses and manages information to be well informed and keep effective work records  

· Gives and receives appropriate and effective feedback

· Evaluates activities (using a range of feedback) for continuous improvement based on changing circumstances and information

	Utilises a solutions focus in practice 


	· Balances the outcome  requirements with relevant people needs 

· Uses professional judgement and evidence to anticipate potential issues  and produce workable solutions a range of problems

· Works with differences to reach a shared agreement 

· Manages conflict and gains clear agreement and commitment from others  
· Contributes solutions to systems where appropriate 

	Uses organisations systems 


	· Operates effectively within the policy framework and legislative obligations 

· Uses organisation’s and team’s systems, policies and processes

· Uses Whitireia resources effectively efficiently and sustainably 


Changes to this position description

From time to time it may be necessary to consider changes in the position description in response to the changing nature of the work environment (including technological requirements or statutory changes).  Such changes may be initiated by the manager of this position and agreed through consultation
Effective relationships
	Establishes respectful relationships (Building trust, open-minded, care for people)


	· Provides an environment in which there is high trust and freedom to discuss issues others can talk and act without fear of repercussion

· Manages in a deliberate and predictable way

· Operates with transparency; has no hidden agenda

· Places confidence in colleagues, staff members and clients

· Gives proper credit to others

· Follows through on agreed upon actions

· Treats sensitive or confidential information appropriately


Changes to this position description

From time to time it may be necessary to consider changes in the position description in response to the changing nature of the work environment (including technological requirements or statutory changes).  Such changes may be initiated by the manager of this position and agreed through consultation
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