
 

 

Position title: Momentus Business Advisor Team: Venue Operations 

Division: Tātaki Auckland Unlimited  Reports to: Head of Venue Operations & Event 
Planning 

Department: Venue Operations & Event Planning Direct reports: Nil 
Unit: Arts Entertainment and Events 

Rōpū 
Indirect reports: Nil 

Our commitment  
to te ao Māori 

Our Commitment to te ao Māori 
We honour te Tiriti o Waitangi, accord value to te ao Māori (the Māori world), support kaitiakitanga 
(guardianship) and are responsive to the needs of Māori. We will support and promote the development 
of staff understanding and capability in te reo Māori, tikanga Māori (customs), te ao Māori and te Tiriti o 
Waitangi so everyone can contribute the delivery of Māori outcomes for and with Māori. 

Role Purpose 
Key Purpose of Role 
• Responsible for the management of Momentus Enterprise (Momentus) software’s interaction with 

business process, training, and adoption across Tataki Auckland Unlimited as it relates to venue 
and event management. 

• System interface between business units and Digital Team, driving enhancement planning & 
prioritisation in conjunction with Momentus Product Owner 

• Identification, prioritisation, implementation, management and benefits realisation of specific 
process design, management, and improvements projects 

• Manage Momentus User Group across all Tataki Auckland Unlimited Rōpū 
 

 

Key  
responsibilities 

 
 

Responsible for the management of Momentus Enterprise (Momentus) software’s integration with 
business process, training, and adoption across Tataki Auckland Unlimited as it relates to venue and 
event management. 
• Primary interface between Momentus users and Digital Team 
• Improve user experience by consolidating and prioritising tickets to address issues as a group, 

tracking performance and assisting business units and service departments to take ownership of 
their system’s configuration.  

• Maintain high level of Momentus knowledge within the business through implementation of a 
Momentus training roadmap and resource library. 

• Promote self-sufficiency and empower users to access guidance as needed 
• Provide comprehensive training for selected ‘champion’ users within all Rōpū to upskill and build 

change leaders across the organisation who can troubleshoot issues and support their colleagues. 
• Work with users across all functional areas of the business to develop, implement and maintain 

views, dashboards and reports to enable self-service of event and venue information. 
• Continuous review of process and performance improvement opportunities through automation.  
• Collaborate with the Digital team to develop and maintain a roadmap for Momentus 

enhancements to drive continuous business process improvements. 
• Collaborate with SME’s and ICT to design and develop integration platforms to extract data from 

Momentus and interface with a platform accessible to staff and suppliers  
• Collaborate with Product Owner to rationalise Momentus licenses based on staff roles and 

responsibilities. 
• Regular system auditing to ensure best practice data quality and integrity. 
• Establish and manage a Momentus user group including representatives from relevant Tataki 

Auckland Unlimited Rōpū and service departments. 
• Ensure ongoing alignment between strategic event reporting in Momentus and the requirements of 

the executive and board as they relate to reporting and organisation performance 
• Promote Tātaki Auckland Unlimited best interests over individual business units or rōpū. 

 
Finance and Reporting 
• Monitor and track project financials as required 
• Provide reporting to management for business planning and improvement as required. 
 
Project Participation: 
• Provide high quality project management to ensure effective and efficient delivery of project 

objectives. 

Position Description 



 

 
Stakeholder Management: 
• Develop and maintain relationships with key users, suppliers and operational stakeholders. 
 
Organisational obligations  
• Action the organisation’s good employer obligations and equal employment bicultural policies and 

practices 
• As an employee of the organisation, you are required to be associated, as required, with Civic 

Defence Emergency Management or any exercise that might be organised in relation to this 
organisation function. 

• Promote a safe and healthy workplace by undertaking responsibilities as outlined in the 
organisation’s health and safety policies. 

• Promote activities and initiatives that assist the organisation achieve its vision/mission. 
• Promote one-organisation initiatives and action these service characteristics. 
• As an employee of the organisation, you are required to familiarise yourself with and comply with 

all organisation policies, including but not limited to, the organisation’s Code of Conduct. 
 

 

Outcomes 

Outcomes   
• You can pronounce and use basic te reo Māori in emails, meetings, and conversations.  
• You understand, demonstrate and value the use of tikanga where appropriate.   
• Positive working relationships are maintained and developed, and conflicting priorities are 

managed.   
• TAU interests are represented, and positive outcomes are achieved in all stakeholder interactions.  
• Momentus User Group launched across all Tataki Auckland Unlimited Rōpū and managed 

effectively  
• Regular User Group stakeholder meetings are held, with outcomes documented and actions 

progressed   
• New staff are trained and supported in use of Momentus  
• Event Management resource library designed, implemented and administered  
• Momentus onboarding and training plan designed, implemented and administered 
• Strategic Reporting Tools designed, implemented and administered in conjunction with Digital 

Team 
• Momentus Licences Decision Tree and Decision Matrix, developed, implemented and maintained 

in collaboration with Product Owner and Digital team. 
• Processes are simplified resulting in increased event delivery efficiencies, realised benefits, 

optimisation for users and enhanced customer satisfaction.  
• Projects are supported through the delivery of high-quality user stories that are endorsed by the 

end users.  
• Opportunities for improvement are identified through comprehensive root cause analysis, value 

mapping and process mapping.  
• Improvement initiatives evident and are aligned with best practice   
• Reporting is provided in a timely and accurate manner.  
• Appropriate and relevant communications are channelled to all affected parties.  
• Tātaki Auckland Unlimited meets its obligations as an employer.  
 

Key skills 

Key Skills/Competencies 
• Comprehensive knowledge of Momentus Enterprise System in a venue and event environment 
• Extensive understanding of end-to-end venue management best practices and procedures  
• Strong interpersonal skills, able to communicate, build rapport, influence, and negotiate with 

people of all levels, both, internally and externally.  
• Strong communicator, effective presentation and documentation skills, highly collaborative and 

solution / delivery outcome focused  
• Ability to interpret business needs and translate into process / system improvements. 
• Excellent organisational skills including the ability to prioritise and manage concurrent deliverables 

effectively.  
• Ability to think strategically, deal with ambiguity and make quality decisions in a dynamic and 

challenging environment.  
• Holistic thinking around end-to-end process performance, leading to change in business process, 

including process measurement and benefit tracking.  
• In-depth knowledge of structured problem solving and process management and improvement.  
• Strong customer service ethic and a sense of personal ownership and responsibility.  
• A champion for and model of flexible and collaborative ways of working.  
• Excellent verbal and written communication skills, with meticulous attention to detail. 
• Ability to recognise and mitigate risks and issues, escalating as required. 
• Ability to monitor and manage project financials. 



 

 
 

Job requirements 
 

Qualifications: 
• Bachelor level requirement qualifications, preferably Event Management, Information Technology 

and/or equivalent industry qualification, or extensive relevant business experience.  
 
Experience  
• Minimum 5 years experience using Momentus Enterprise Software in an event venue environment 
• Experience in large and complex digital projects. 
• Proven ability to develop and maintain networks and relationships. 
• Proven experience facilitating improvement initiatives across large functional teams.  
• Proven experience in conflict resolution and change management 
• Proficient using the latest versions of Microsoft Outlook, Word, and Excel and Teams 
• Experience interacting with both business and ICT individuals at all levels including the executive 

level.  
• Solid understanding of and demonstrated experience in using Jira, Agile and Lean delivery 

methodologies.  
 

 
Key Relationships 

Internal 
• Momentus User Group Representatives 
• Momentus Users 
• Digital Team 
• Key Executive Management Stakeholders  
 
External 
• Key Suppliers 
• Auckland Council ICT 
 

Disclaimer 
The above statements are intended to describe the general nature and level of work being performed by incumbents in the assigned job. They are not 
construed as an exhaustive list of all responsibilities, duties, or skills required of the incumbent. From time to time, employees may be required to 
perform duties outside of their normal responsibilities as needed. 

Approving manager: Version date: 
David Bavage, Venue and Event Operations Director November, 2023 

Job framework 

Job function: Job family: Job: DFA 
   N/A 

 


	Team:
	Position title:
	Reports to:
	Division:
	Direct reports:
	Department:
	Indirect reports:
	Unit:
	Our commitment to te ao Māori
	Role Purpose
	Key responsibilities
	Outcomes
	Key skills
	Job requirements
	/
	Key Relationships

