
 
 

 
 

  
 

 
Professional Development Coordinator – EquiP  
 
Position Description 
 
EquiP, Local Government New Zealand’s (LGNZ) Centre of Excellence, successfully complements 
LGNZ’s membership proposition to foster excellence by assisting councils to deliver greater value to 
ratepayers through the sharing of best practice governance, leadership, management and 
organisational performance tools and services. 
 
EquiP is a Limited Partnership (LP) wholly owned by LGNZ and is tasked with working one-on-one 
with councils, delivering a range of services on a commercially sustainable basis.  EquiP delivers: 

• Consultancy Services; 
• Professional Development; and 
• Collaborative Procurement. 

EquiP has two core operating principles: 
• It must deliver benefits to the sector – greater efficiency, cost savings or implementation 

of best practice; and 
• It must be commercially sustainable and deliver a modest return to its shareholder. 

Purpose of the position 

The Professional Development Coordinator is responsible for coordinating the delivery, 
management, and day-to-day operation of EquiP’s professional development programme.  This 
includes providing exceptional customer service across all aspects of the programme and ensuring 
the most efficient delivery of the programme to meet the commercial sustainability objectives of the 
business. 
 
Key accountabilities 

Reports to The position reports to the Professional Development Manager  
  
Direct reports Nil 
  
Financial delegations Nil 
  
Location The position is based in Wellington 
  
Internal relationships External relationships 

• EquiP managers and staff 
• LGNZ managers and staff 

 

• Customers; including but not limited to 
councils and government agencies 

• Local authority mayors/chairs/elected 
members/staff 

• EquiP facilitators and associates 
• EquiP strategic partners 
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Key responsibilities 

• Prepare and execute, or manage the execution of, all professional development event 
logistics and documentation to the highest standards of customer service delivery and 
in the most efficient manner.  This includes, but is not limited to, the following: 

o Communicating and  liaising with host councils; 
o Responsibility for workshop registrations using a registration programme as 

required; 
o Distributing pre-workshop exercises and pre-reading; 
o Preparing all learning collateral to the highest standards; 
o Collating and reporting on training evaluations and feedback reports; 
o Managing all travel and logistical support for course facilitators; 
o Managing the invoicing process in conjunction with relevant LGNZ staff to ensure  

accurate income capture; 
o Attending professional development events where required to provide logistical and 

on site support; 
o Maintaining and updating the calendar of professional development events; and 
o Assisting in the development of new programmes where required. 

• Assist in the promotion and marketing of the professional development programme, 
which will include, but will not be limited to, liaison with elected members and their 
support staff.  Where required this will involve liaising with the sector advocacy team.  

• Set up and coordinate all digital professional development activities.  This includes, but 
is not limited to: 

o Registering the event online 
o Managing registrations 
o Coordinating any pre-work and post event activities 
o Providing digital technical support for the events 
o Collating event evaluations and feedback 
o Oversight of invoicing 

• Establish robust administrative systems for programme delivery to ensure the 
programme’s objectives are met in a financially sound manner. 

• Source quotes from providers to ensure the most cost effective delivery of the 
professional development programme. 

• Prepare accurate income and expenditure reports associated with the programme and 
produce monthly summary financial reports including workshop delivery, financial 
forecasting and monthly actuals against budget. 

• Manage contacts and budgets for the Executive Performance Programme and provide 
administrative back up or L&D support to the EquiP team as required. 

• Be the pivotal point of contact with customers by managing EquiP email addresses.  
• Adhere to and promote Local Government New Zealand’s and EquiP Ltd’s management 

policies, practices and values. 
• Undertake other duties as required from time to time. 
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Key Competencies  

Customer Service/Partnership 

• Understands when a stakeholder issue/opportunity/risk needs to be escalated to more 
senior staff; 

• Develops understanding of different types of stakeholders; 
• Looks for opportunities to collaborate with others internally and externally where 

appropriate; 
• Identifies key relationships with customers/stakeholders and how they will be 

managed; and 
• Identifies gaps in service delivery and takes action to close the gap. 

Decision Making 

• Engages team support in complex decision making situations; 
• Identifies root causes of problems/separates fact from hearsay and identifies 

conclusions based on insufficient information; 
• Sees linkages to bigger picture; and 
• Deals effectively with pressure and conflicting priorities. 

Teamwork/Partnership 

• Develops cooperative relationships to get the job done; and 
• Actively shares information and offers advice and encouragement to others in support 

of getting the best result. 

Leadership 

• Demonstrates willingness to change ideas based on others viewpoints; 
• Is a conduit for information flow throughout LGNZ and EquiP; and 
• Seeks out and acts on feedback about own performance. 

Performance 

• Builds checkpoints, milestones and controls into projects; 
• Deals effectively with conflicting deadlines through good time management and 

prioritisation; 
• Acts quickly and effectively in a crisis; and 
• Persists in pursuing goals even if setbacks are encountered. 

Professional Excellence 

• Performs a varied range of tasks with minimal supervision; and 
• Grows own skills to fit with the team’s continuous improvement ethic.  

Business Insight 

• Understands basic indicators of commercial performance; and 
• Understands the role of the team and how it contributes to overall business 

performance.  
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Key Experience 

• Significant experience coordinating and organising learning events across a variety of 
media; 

• Digital production and registration experience; 
• Experience producing and managing quality documentation; 
• Experience providing  financial and activity based reporting; 
• Experience managing contractual arrangements; 
• Full proficiency in the use of the Microsoft Office products range, and the use of 

graphics, spreadsheets and presentation software; and 
• An introductory level of knowledge of instructional design would be useful but is not 

essential. 
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