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Tena Koe
Thank you for your interest in a position as the Principal’s Personal Assistant and School Secretary at Rāwhiti School.

We are looking for an extraordinary administrator who loves a challenge and wants to become part of the team at one of Christchurch’s newest schools. The person we are looking for must be able to think reflectively and work effectively with others as we continue to develop our school vision of ‘Rising Above the Ordinary’. 

You will need to:

· Have strong knowledge and competence in on-line and web-based environments including Google, social media and Microsoft Office applications.
· Have experience working collaboratively as part of a team to achieve results.
· Be unafraid of working in our new, dynamic learning environment.
· Have the ability to form strong, positive relationships with colleagues, children and parents.
Previous experience in a school setting is desirable, as is knowledge and competence in the eTap Student Management System and ENROL.
The start date for this Permanent position is to be negotiated.
Please find attached the following:

1. Application form.
2. Description of school.

3. Job description

4. Copy of timeline and interview personnel.
Interested candidates are welcome to contact the school to arrange a tour of our new facilities. 
Please submit a covering letter, along with the completed application form and a current CV to: The Principal, Rāwhiti School, 150 Leaver Terrace, Christchurch 8083, or 
admin@rawhiti.school.nz by 4pm on Friday May 25th. 

We look forward to your application.

Yours faithfully

Liz Weir
Principal 

Rāwhiti School

Rāwhiti School
Rāwhiti School is a U6 Full Primary School situated in the culturally diverse Christchurch suburb of Brighton, with pupils drawn from a number of surrounding suburbs. The school has a decile rating of 3 and a current roll of 570. Over the past four years our community has been challenged in many ways, with damage to homes and workplaces; loss of businesses, income and jobs; damaged infrastructure and facilities; and families moving away.  

Rāwhiti School is a merger of Central New Brighton, Freeville, and North New Brighton schools. The school opened in January 2015 and operated for its first year in the existing buildings on the Freeville and Central sites, known as the QE2 Base and Beach Base respectively, while new facilities were being built. At the beginning of the 2016 school year we moved home to Leaver Terrace.
A bilingual programme was established at Freeville School in 2011 with one classroom. In 2013 a second classroom was opened to cater for learners from Years 1- 6. Since the three schools merged in 2015 the number of students in the bilingual programmes has increased to 75, and we currently employ four teachers to meet the needs of these learners. 
In order to meet our vision of Rising Above the Ordinary we are focusing our strategic direction in three main areas – Pedagogy, People and Place. A copy of our strategic goals and beliefs accompanies this application pack.
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RĀWHITI SCHOOL

Dates



Timeline for Appointment

12 & 16  May

Position advertised in Christchurch Press
25   May

Applications close at 4pm
26-30 May
Short-listing by Appointments Committee including contacting referees. Short listed candidates notified and timetable for interviews supplied.
1-4 June
 Interviews to be held.
5 June
Complete job offer. Board of Trustees confirmation. Successful applicant’s acceptance of the position.


C.V’s will be returned to those who have supplied a stamped, self-addressed envelope.


Successful applicant to take up position at a negotiated date.
Appointment Panel Format & Personnel
Panel

Principal 

Liz Weir



BoT Personnel Rep

To be advised
Deputy Principal

Paul Wilkinson or Helen Parata

Executive Officer

Cheryl Nutthal

