
 
 

 

 

POSITION DESCRIPTION 

 

Manager Professional Training and Development Unit 
   

December 2019 

 

 

Overview Family Planning is a not-for-profit organisation and New Zealand’s 

leading sexual and reproductive health service provider. We believe 

people should have access to quality services and information so they 

can make informed choices about their sexual and reproductive health. 

More information can be found on our website at 

www.familyplanning.org.nz 

 

Purpose of Position To provide leadership and management of Family Planning’s Professional 

Training and Development (PTD) Unit in line with evidence-based 

practice, which is fit for purpose and aligned with Family Planning’s 

strategic direction, framework and values.  

 

         To ensure that Family Planning meets the standards of our contract      

with the Ministry of Health  

 

To hold responsibility for the joint planning and oversight of training for 

external clients and for managing and coordinating the delivery, 

administration and continuous improvement of education service 

programs, including evaluation data gathering and analysis.   

 

To ensure PTD Unit is financially viable and that Family Planning is the 

provider of choice for Sexual and Reproductive Health education and 

training in the primary health sector. 

 

The Manager’s role involves working closely with the Regional Managers 

and Professional Advisors as the content experts for the clinical courses, 

and with the Health Promotion Managers for the provision of community 

education to Family Planning priority populations. 

 

The Manager’s role includes providing consultation and support to 

Family Planning educators in the development of course curriculum, 

http://www.familyplanning.org.nz/


evaluation of course delivery and on-going professional development 

strategies. 

 

The Manager will develop and maintain relationships with key partners, 

particularly Ministry of Health, Local District Health Boards, Education 

and Community groups and other program partners. 

 

Responsible to  National Director Operations 

 

Responsible for  PTD Unit staff 

 

Functional Relationships  

 

Internal:  Professional Training and Development Unit staff  

 Regional Managers  

 Clinical Service Managers 

 Nurse Educator and Health Promotion Co-ordinator  

 Health Promoters  

 Clinical staff, especially those with a training facilitation role  

 National Office Staff  

 Professional Advisors – Medical, Nurse and Health Promotion  

 

External:                      Family Planning Clients 

 Family Planning Members  

 Ministry of Health and other relevant agencies  

 New Zealand Qualifications Authority  

 Tertiary institutions  

 PHOs, DHBs, community organisations 

 Other providers   

 Learning Management System supplier/support agency 

 

Position Accountabilities 
 

Key Accountability Expected Result 

Lead Family 

Planning 

Educational 

Programmes 

 Work with the National Director Operations, Regional Managers 

and Programme Advisors to develop an efficient and effective 

education service 

 Manage the Family Planning training in accordance with all 

relevant Training Framework requirements and standards 

 Establish and maintain an effective working relationship with the 

District Health Boards, GPs, primary care providers and 

community groups in order to plan and deliver reproductive and 

sexual health education programs 

 Establish and maintain links with relevant internal and external 

stakeholders 

 Manage the delivery, administration and continuous 

improvement of all Education Service programs 



 Maintain a high standard of practice across all education and 

training programs and activities provided by Family Planning  

 Coordinate the development, implementation and evaluation of 

education programs in accordance to contractual and 

organizational requirements and stakeholder needs 

 Hire and oversee training and learning and development 

specialists  

 You will be responsible for leading the design of a range of 

critical programmes that include client focused solutions, 

enterprise wide solutions, and specific tactical learning solutions 

Course Content 

Development 

 Understand how people learn and ensure these principles inform 

course development 

 Create and execute learning strategies and programmes  

 Assist in the evaluation of client and organisational learning 

needs  

 Proactively prepare courses in anticipation of upcoming 

programs 

 You will be capable of creating frameworks to implement a full 

learning solution across a variety of evolving delivery channels 

 You will also be experienced in delivering training experiences to 

users that is effective and engaging and which utilises different 

delivery methodologies 

 Ensure learning delivery methods are appropriate to content 

 Oversee the development and design of e-Learning and other 

course materials 

 Proofread existing course documents, and review course 

administrative areas for suitability, including maintaining a 

consistent look and feel across our courses 

 Analyse evaluations and report on learning outcomes and 

strategic goals  

 Ensure sound adult education teaching and learning strategies 

are used to guide best practice in the use of the material in the 

targeted environment, advising on optimum learning resource 

development including e-Learning. 

Learning System 

Management 

 

 

 

 Manage and promote eLearning content including an online 

resource repository across the service 

 Provide systems management of Learning Systems including the 

creation and updating of courses, accounts and processes 

 Manage online courses and user accounts 

 Design and develop content for e-learning  

 Provide suitable access to content experts 

 Support colleagues, external partners and learners in the effective 

use of e-Learning and Learning Systems 

 Offer first line support, and liaise with colleagues to resolve any 

system issues that arise. Assist learners and colleagues with issues 



 Establish a working relationship with product vendors (Catalyst) 

including documenting and tracking case histories of any defects 

in their work. 

Service Delivery   Maintain an efficient and effective blended learning framework to 

deliver efficiencies including savings and increased revenue.  

 Manage the development, planning, implementation, monitoring 

and evaluation of courses including development of new courses 

to meet client needs.  

 Ensure programmes, courses, and resources reflect high quality, 

up to date evidence-based practice, ensure national consistency, 

local responsiveness and regular review 

 Resources, website, and emerging technologies are effectively 

used as education tools.  

 Regular reporting, analysis and evaluation is completed for the 

purposes of quality monitoring, performance and feedback.  

 Projects are planned, funded and delivered within timeframes.  

 Manage the production of annual course calendar for all 

Education Service programs and ensure ongoing marketing of 

the courses in consultation with the Communications and 

Marketing Unit 

Leadership and 

Management  

 Lead and oversee the management of the PTD Unit to ensure a 

consistent approach and a high level of customer service is 

maintained at all times.  

 Lead and coach the PTD Unit team to ensure that they are 

scoping and designing programmes that target performance 

challenges, lift capability, and sustain performance for our 

organisation 

 Provide direction, vision and support to staff.  

 Encourage a team approach and the sharing of knowledge and 

ideas.  

 Initiate and champion ideas and improvements to the services 

offered and Family Planning’s processes and systems  

 Delegate tasks, as appropriate, while maintaining overall 

responsibility for outcomes  

 Establish and maintain a PTD Unit that delivers timely, quality 

responsive services in line with budget, contract specifications 

and funder terms.  

 Provide consultation and support to Family Planning educators in 

the development of course curriculum, evaluation of course 

delivery and on-going professional development strategies.  

 All programmes and activities are evidence based and relevant, 

and staff are committed to reflective practice.  

 Facilitate and maintain effective communication between staff 

and management.  

 Oversee and monitor budgets and educational resources 

including assisting in the preparation of annual budgets 

 Manage and coordinate the work of the PTD Unit staff including 

Administrators and internal and external trainers  



People Management   Ensure recruitment, selection, induction and performance 

management is undertaken in a timely manner and in line with 

Family Planning policy.  

 Regularly provide formal and informal feedback, coaching, and 

recognition to the staff, as appropriate for the individual.  

Strategic Planning   All staff under the management of this role will have actions and 

objectives set that are aligned with national strategic documents 

and contracts.  

 Determine strategies to move services forward, set goals, create 

and implement actions plans, and evaluate the process and 

results.  

The Treaty of 

Waitangi and Māori 

Responsiveness  

 Plans, budgets and activities reflect a focus on improving Māori 

sexual and reproductive health and reducing disparity with a 

focus on equity, access and choice.  

 Effective relationships with Māori and other organisations to 

enhance programme and service delivery.  

 All staff have an understanding of tikanga Māori and Family 

Planning’s commitment to the Treaty of Waitangi.  

 All Māori staff are supported and encouraged to participate in 

and contribute to development of services appropriate for Māori.  

 Ensure all staff are trained in Health Equitynd Health Literacy 

including updates as required.  

 Ensure that Health Equity and Health Literacy are utilised 

appropriately in all aspects of work in alignment with Family 

Planning’s Strategic Framework.  

 All training and professional development courses have curricula 

that enhances the cultural competence of learners.  

Advocacy   Courses, education programmes resources, projects and 

information, including the website content, are based on relevant, 

up to date research and reflect an approach based on rights and 

responsibilities.  

Responsiveness to 

Diversity  

 Effective and comprehensive needs analyses have occurred using 

equity lens.  

 Information, resources, programmes and services are appropriate, 

accessible and timely.  

 Networks and relationships are established and services 

delivered, projects completed and evaluated.  

Professionalism / 

Quality  

 Promote Family Planning as a leader in sexual and reproductive 

health education including marketing as appropriate.  

 Develop and maintain relationships with key partners.  

 Develop a marketing and promotion plan to increase access to 

training opportunities, promote growth and position Family 

Planning as the expert professional provider of training and 

professional development  

 There is a strong linkage between clinical staff, health promotion, 

clinical training, professional development and resource 

development.  

 Services promote each other’s areas of expertise.  



 Continuous improvement of all PTD Unit programmes.  

 Ensure all legislative and accreditation requirements are met and 

maintained.  

 Develop and maintain policies and procedures and ensure 

changes are effectively communicated and adhered to by staff  

Financial Controls, 

legal obligations 

and risk 

management  

 Ensure services operate within budgets, variances and risks are 

reported and appropriate action taken.  

 Compliance obligations to NZQA and NCSP are met.  

 Services are financially viable, and risks minimised.  

Funding   Contracts with the MOH are honoured.  

 Funding is accessed from other possible sources within the 

organisation’s goals and ethical guidelines e.g. fee paying 

courses, one-off course requests.  

 Reporting standards and methods are developed and applied to 

monitor the effectiveness of the PTD unit.  

 Track budgets  

Problem Solving   Accept ownership of issues until they are resolved  

 Identify workable solutions to difficult/complex issues  

 

 

Family Planning Competencies 

Commitment to 

Family Planning  

 Displays the Family Planning values in all areas of work – 

Manaaki, Tika, Manawanui, and Mahi tahi.  

 Demonstrates commitment to Family Planning’s philosophy and 

vision.  

 Demonstrates knowledge and commitment to the Family 

Planning strategic framework and actively work towards 

achievement of priority areas.  

Quality Service 

Delivery – Internal 

and External  

 Is committed to providing the best possible service, both 

internally and externally.  

 Delivers an accurate, timely and client focused service in line with 

standards and policies and the vison of Family Planning.  

 Actively seeks and responds to client feedback.  

 Establish and nurture effective client relationships.  

Cultural Competence   Understands the principles of the Treaty of Waitangi in the 

context of Family Planning.  

 Works to achieve equitable health outcomes for Māori.  

 Demonstrates an awareness, sensitivity and respect of others and 

is responsive to each person’s unique identity and cultural needs.  

Innovation and 

Adaptability  

 Seeks to initiate, support and contribute to new ideas to improve 

processes, methods or technologies  

 Open to different ways of thinking, new opportunities and 

approaches with a willingness to modify what you do.  

 Takes initiative for own continuous learning and developing.  

Teamwork and 

Inclusiveness  

 Interacts with others in a way that is inclusive and respectful to 

support achievement of common goals.  



 Responsive to others with a willingness to answer questions, 

concerns, share knowledge or problem solve and arrive at a 

positive outcome.  

 Develop, maintain, and strengthen relationships inside and 

outside Family Planning to meet shared objectives.  

Communication   Communicate in a professional, positive and clear manner, both 

when speaking and in writing.  

 Takes responsibility to be informed of Family Planning 

communications.  

Health and Safety   Manages own personal health and safety, and takes appropriate 

action to deal with workplace hazards, accidents and incidents.  

 

Limitations on Authority 
 

Authority Delegation Level 

Financial Delegation  Level 3 Manager  

Budget held  TBA  

Number of staff reporting directly  TBA  

Number of staff reporting indirectly  None  

 

Ideal Person Specification 
The person best suited to this position will possess the following: 

 

Skills, Knowledge and Qualifications 

Skills & Knowledge  Experience in planning, designing and implementing curriculum 

for accredited education and training programmes.  

 Ability to work in a consultative approach with professional 

content experts in the planning, development and 

implementation of curriculum and educational resources for 

specific programmes  

 Previous experience managing a learning management system 

and/or the ability to quickly learn and navigate new systems  

 Demonstrated ability in successful staff management.  

 High quality communication skills – written and verbal  

 Sound knowledge of local health structures, education and social 

services (DHB’s, PHO’s)  

 Well-developed computer literacy, preferably with prior 

experience of Learning Management Systems and course design 

for an e-learning environment  

Qualifications and 

Experience 

 A relevant tertiary qualification and experience in educational 

design, adult learning or the broader field of education 

 Comprehensive knowledge of adult learning principles, teaching 

methodologies, curriculum development, various modes of 

delivery, including e learning and an understanding of their 

application to health education 



 Proven experience as a learning and development 

manager/training manager or similar  

 Demonstrated capacity to work cooperatively with professional 

experts in the development and delivery of specific professional 

education programs 

 Proficient with office productivity tools, learning management 

systems and instruction design tools. 

 Experience in instructional design (particularly for delivery via e-

learning)  

 Demonstrated familiarity with e-learning and course creation 

platforms and practices (including webinars) 

 Curation of course content and delivery for consistency 

 Demonstrated experience in the management of an online 

learning management system 

 Excellent interpersonal, oral and written communication skills 

 High level skills in report writing  

 Excellent presentation skills 

 Familiarity with use of a variety of computer systems relevant to 

an educational environment including ability with authorising 

software e.g. Articulate 360 

DESIRABLE CRITERIA 

 Qualifications in health promotion, public health or related field  

 Experience in marketing and promoting education and training 

programs 

 Sound knowledge of current reproductive and sexual health care 

issues 

 Experience with the Totara learning management system (LMS)  

 

Other requirements   Authentic, engaging and approachable – allowing you to build 

meaningful connections with clients, stakeholders and leaders  

 Displays a non-judgemental attitude and empathy towards 

clients.  

 Able to work with people from a range of cultures, particularly 

Māori.  

 Ability to build rapport with staff and vendors 

 Expertise in introducing and unpacking ideas and concepts in a 

way that highlights and shifts default mind-sets and behaviours 

 

Other Details 

Family Planning needs to maintain a flexible working structure due to the changing environment 

that we operate in. To reflect this, position descriptions are formally reviewed on an annual basis 

and they may be varied from time to time. 

 

 


