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Position Title
Quality Assurance Analyst
Group/ISB
Manufacturing and Engineering
Reports to
Team Leader, Quality Assurance
Location
Anywhere in Aotearoa New Zealand / Remote
Position type
12-month fixed-term, full-time
Direct reports
0
_________________________________________________________________________________________About the Industry Skills Boards (ISB)
The Industry Skills Boards were established pursuant to the Vocational Education and Training Act 2025 as part of the transformation of Aotearoa New Zealand’s vocational education and training system. The ISBs give industry a stronger voice in vocational education and have responsibilities spanning standards and qualifications, programme endorsement and moderation, workforce planning, advice to government, industry representation and, where applicable, oversight of work-based learning. 
The ISBs are focused on creating a vocational education and training system that responds to industry needs, anticipates future workforce demands and provides strong, regionally responsive support for learners and employers. 
About the Manufacturing and Engineering Industry Skills Board
The Manufacturing and Engineering Industry Skills Board works alongside industry groups, employers and training partners to ensure vocational education reflects the real skills needs of the manufacturing and engineering sectors. It develops and maintains qualifications and standards, supports credible assessment, and works with providers and industry to ensure education and training meet current and future workforce needs. 
MAEISB is a small, agile organisation. Our people work collaboratively, exercise sound professional judgement and contribute across functions. We are committed to Te Tiriti o Waitangi, cultural responsiveness, equitable outcomes and an inclusive workplace that reflects the industries and communities we serve.  For more information on the Manufacturing and Engineering ISB click on the link: https://maeisb.nz/

Diversity
We value diverse and inclusive thinking, people and behaviours. Our kaimahi honour and reflect the diversity of Aotearoa New Zealand and the industries and communities we work to support. We value the contribution of people with diverse backgrounds, experiences, skills and perspectives and are committed to equitable outcomes. 
Position Overview
The Quality Assurance Analyst supports the quality, integrity and consistency of assessment and moderation across the manufacturing and engineering sectors. The role undertakes pre-assessment and post-assessment moderation, contributes to risk-based moderation planning, evaluates Consent to Assess and Programme Endorsement applications, and works constructively with providers to strengthen assessment practice and learner outcomes. 
The Quality Assurance Analyst applies technical expertise and professional judgement while balancing assurance, compliance and provider support. Findings from moderation and assurance activity are recorded accurately, communicated clearly and used to inform continuous improvement across MAEISB's quality systems. 
Key Accountabilities
Moderation and Assessment Quality
· Undertake pre-assessment moderation of assessment materials and post-assessment moderation of assessor decisions and learner evidence.
· Undertake provider visits, on-site assurance activities, moderation forums and other quality assurance activities as required.
· Moderate assessment materials, assessor decisions and learner evidence against unit and skill standard requirements, applying a consistent and pragmatic approach aligned with Consent and Moderation Requirements, MAEISB requirements and relevant NZQA expectations.
· Prepare clear, accurate and defensible moderation reports, including findings, required actions and improvement guidance.
· Support fair and consistent national assessment outcomes for learners. 
Consent to Assess and Quality Systems
· Evaluate Consent to Assess applications and supporting evidence against relevant requirements.
· Contribute to the maintenance of Consent and Moderation Requirements information, moderation guidance, templates, procedures and quality management documentation.
· Participate in calibration, peer review and continuous improvement activities to support consistent decision-making across the team.
· Manage assigned work and projects to agreed timeframes and quality expectations. 


Programme Endorsement
· Evaluate programme endorsement applications and supporting evidence against relevant endorsement requirements.
· Work constructively with providers to clarify application details, identify gaps and provide guidance on changes required to meet endorsement requirements.
· Prepare clear, evidence-based findings and recommendations to support programme endorsement decisions.
· Maintain accurate records of reviews, recommendations and outcomes. 
Risk, Planning and Reporting
· Contribute to annual and targeted moderation plans using provider, standard, sector and previous-outcome information.
· Maintain complete and accurate records, risk information and workflow data to support monitoring, analysis and reporting.
· Identify trends, emerging issues and opportunities for system or resource improvement.
· Provide timely technical advice and contribute to reporting on the effectiveness of MAEISB quality assurance activities. 
Stakeholder Engagement and Collaboration
· Build trusted, professional relationships with tertiary providers, schools, workplace-based learning organisations, assessors, moderators and industry stakeholders.
· Discuss findings constructively and agree proportionate actions where requirements are not met.
· Monitor provider improvement activities and appropriately escalate material or recurring risks.
· Provide guidance, workshops and resources that strengthen provider and assessor capability.
· Work collaboratively with qualification development colleagues and other MAEISB functions to support organisational priorities. 
Te Tiriti, Inclusion and Ways of Working
· Demonstrate a practical commitment to Te Tiriti o Waitangi, Māori-Crown relationships and equitable learner outcomes.
· Work respectfully and effectively with people from diverse cultures, backgrounds, sectors and communities.
· Contribute proactively and collaboratively as a member of a small team.
· Support shared organisational priorities and contribute across functions where required.
· Comply with MAEISB policies, delegated authorities, privacy, confidentiality, health and safety, and information security requirements. 


Health, Safety and Wellbeing
· Take responsibility for personal health, safety and wellbeing while ensuring actions do not place others at risk.
· Participate in and comply with organisational health, safety and wellbeing policies, procedures, induction and training.
· Contribute to a safe and healthy workplace and raise identified risks or concerns appropriately.
Skills, Knowledge and Experience
Knowledge and Experience
· Demonstrated experience in assessment, moderation or quality assurance within vocational or tertiary education.
· Sound knowledge of assessment principles, unit standards and moderation practice.
· Sound knowledge of the New Zealand Qualifications and Credentials Framework and relevant NZQA requirements.
· Ability to interpret standards and quality requirements and apply them consistently to evidence and provider practice.
· Relevant experience in manufacturing, engineering, trades or workplace-based learning is advantageous. 
Skills and Attributes
· Strong analytical, critical-thinking and problem-solving capability.
· High level of accuracy and attention to evidence and detail.
· Clear and concise written and verbal communication skills, including the ability to prepare defensible quality assurance reports.
· Ability to build credibility and maintain effective stakeholder relationships.
· Confidence facilitating constructive conversations with providers and assessors where quality requirements have not been met.
· Ability to organise competing priorities and deliver work to agreed timeframes.
· Ability to work independently in a remote environment while contributing effectively within a collaborative team.
· Commitment to continuous improvement, inclusive practice and equitable learner outcomes.
· Practical commitment to Te Tiriti o Waitangi and culturally responsive ways of working. 
Qualifications
· A relevant qualification in adult education, assessment, moderation, quality assurance or a related field, or equivalent demonstrated experience.
· A workplace assessor or moderator qualification is desirable.
· Experience in manufacturing, engineering, trades or workplace-based learning would be advantageous.
· A full New Zealand driver licence and willingness to travel within Aotearoa may be required for provider visits and sector engagement. 
Programmes / Technology
· Confidence using Microsoft 365.
· Ability to use quality assurance, workflow and related information management systems effectively. 
Relationships
Internal
This role will maintain key relationships with:
· Quality Manager
· Team Leader, Quality Assurance
· Quality Assurance Analysts
· Qualifications Development colleagues
· Other MAEISB staff. 
External
Key external relationships include:
· Education and training providers
· Schools
· Workplace-based learning organisations
· Assessors and moderators
· Employers and industry representatives
· Iwi and Māori partners
· NZQA
· Other vocational education agencies. 
Delegations
Delegation authority: In accordance with MAEISB delegations
Direct reports: 0
Budget: No direct budget responsibility unless otherwise delegated
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