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Accommodation Coordinator 

Mount Roskill Grammar School is a large, co-educational secondary school in Auckland. We are proud of our diversity, academic excellence, and values in action - manaakitanga, whanaungatanga and tūmanakotanga. 
We are looking for an organised accommodation coordinator to work in our busy International Department with the placement of our international students in local families. 
The key responsibilities are: 
· Arranges homestay accommodation for incoming and existing international students
· Manages the relationships with all families caring for international students.
· Coordinates students transport requirements such as airport transfers and medical appointments which may occur during school holidays.
· Ensures pastoral care processes comply with the Education (Pastoral Care of Tertiary and International Learners) Code of Practice 2021 (‘The Code’).
· Calculates payment for homestay families 
Key Skills: 
The role would suit someone with the following: 
· Great interpersonal skills
· Empathy towards students from different cultures
· Autonomous
· An efficient administrator
· Chinese language skills (preferred)
· Flexibility of hours is required
The position is permanent, part time for 25 hours per week. There may be some work outside standard business hours. This role will start 30 March 2026. 
Terms and conditions are in accordance with the Support staff in Schools collective agreement.  Interviews may commence immediately. 
Please forward your cover letter and CV including two work related referees to vacancies@mrgs.school.nz
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