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Position:
Appeals Officer
Children’s Worker
No
Location:
National Office / Regions as applicable
Business Unit:
Legal Services
Group:
Corporate Solutions
Reporting to:
Team Manager
Issue Date:
March 2018
Delegated Authority:
Nil
Staff Responsibility:
Nil

Our Role 

The Ministry of Social Development (MSD) is the lead agency for the social sector.  We help the Government to set priorities across the sector, co-ordinate the actions of other social sector agencies and track changes in the social wellbeing of New Zealanders.   

The Ministry provides policy advice, and delivers social services and assistance to children and young people, working age people, older people, and families, whānau and communities. We work directly with New Zealanders of all ages to improve their social wellbeing.

We serve over a million people, working out of more than 160 centres around the country.  It is likely that every New Zealander will come into contact with the Ministry at some point in their life.  

Our work, together with our social sector partners, is essential to achieving a sustainable and prosperous future, where all New Zealanders are able to take responsibility for themselves, be successful in their lives and participate in their communities.   
Our Purpose

We help New Zealanders to help themselves to be safe, strong and independent.

Ko ta mātou he whakamana tangata kia tū haumaru, kia tū kaha, kia tū motuhake.

Our Principles

MSD people: All own what we all do | Take responsibility for what we do | Understand our role in the big picture, who can help us and who we can help | Navigate through ambiguity and the opportunity it brings to create better ways of doing things | Act with integrity, courage and transparency | Celebrate our achievements and those of our clients.
Position Description Approved By:

	_____________________________________________                   
Deputy Chief Executive, Corporate Solutions

Date: ……/……/……


	Group: 

The Corporate Solutions group is responsible for providing the majority of corporate and shared services within the new MSD corporate operating model.  The Corporate Solutions operating model includes embedded corporate services for MSD, shared services and shared governance from MSD to the new Ministry for Children Oranga Tamariki, the Social Policy and Evaluation Research Unit (Superu) and the Social Investment Unit (SIU) and a range of transitional embedded corporate functions to Oranga Tamariki.  There may be future opportunities to provide corporate services to other agencies across government.

Corporate Solutions brings together the corporate functions of Human Resources (HR), Finance, Procurement Solutions, Information Technology (IT), Communications, Social Services Accreditation, Ministerial and Executive Services, Claims Resolution, Risk and Assurance, Property and Facilities, Health, Safety and Security (HSS), Legal Services, Information, Privacy, Policy and Practice, Organisational Security Intelligence, and the Information Security Office.

It is responsible for leading the development of integrated capability strategies across the whole of MSD and client agencies and for developing a sector-wide view on organisational policies, practices and issues, with a strong business partnership focus on client centric service, sustainability, providing smart solutions and backing the businesses to succeed.

Corporate Solutions provides support services to over 10,000 MSD and other agencies employees across New Zealand.  The group has responsibility for an operating budget of around $300 million per annum and employs more than 1175 people.
Business Unit
Expert legal advice is critical to the Ministry achieving the outcomes it seeks. Legal Services provides professional legal advice and advocacy services to all areas of the Ministry.  We advise frontline and National Office staff on a diverse range of matters including welfare, human rights, privacy, media, contracts, and employment law.  We conduct proceedings in the District and Employment Courts and represent the Ministry before the Social Security Appeal Authority and other Tribunals.  Legal Services offers a broad range of professional opportunities for staff.
Purpose of the Position: 
To deliver legal services to management and staff of the Ministry and to manage appeals to the Social Security Appeal Authority on behalf of the Ministry as directed by the Deputy Chief Legal Advisor (Operations).


Working Relationships

Internal:

· Chief Legal Advisors

· Regional Solicitors, Legal Executives, Appeals Officers, and legal support staff

· Service Delivery and Debt management and staff

· Other senior functional managers
External:
· Relevant external agencies, and in particular, the Social Security Appeal Authority and the Tribunals Division of the Department for Courts 
Key Accountabilities:
	Key Result Area
	Accountabilities

	Legal Advice and Services
	· Provides accurate timely and properly researched Section 12K reports to the Social Security Appeal Authority 

· Effectively represents the interests of the Ministry as an advocate before the Social Security Appeal Authority 

· Co-ordinates and liaises with the Tribunals Division of the Department of Courts staff and Ministry staff and solicitors on appeals in the area or areas assigned

· Provides up to date resources to management and staff (in the area or areas designated) by way of education and materials in law related areas

· Trains and educates management and staff on their legal duties and obligations

· Provides day to day administration of files, including preparation letters, memoranda and reports

· Contributes suggestions for the initiation or amendment of Ministry policies and legislation

· Performs such other duties and responsibilities as shall be set from time to time by the Team Manager.

	Influence

	· exhibits flexibility while influencing others to achieve goals and solve problems

· adapts influencing style according to the situation 

· convinces people to accept ideas and strategies

· gains agreement from people to improve performance or try new ways to do things

· motivates and works with others to ensure consistency with the organisational vision, values and systems in achieving goals

· influences others to modify work activities, processes, or procedures to be consistent with the organisational vision, values, and systems.

	Analysis

	· uses appropriate questioning approach (interactive or written)- asks appropriate questions

· identifies possible cause-effect information

· seeks information that identifies underlying problems or opportunities

· relates information from different sources to draw logical conclusions

· recognises trends or associations of data

· recognises the need to obtain more or better information.


	Problem Solving
	· generates alternate solutions to problems or situations and identifies associated risks

· checks to see if the action proposed will satisfy the need (problem or opportunity)

· considers the long and short-term impact involved with various courses of action and decisions

· chooses solutions with the best benefit-to-cost ratios

· raises decisions to higher levels, with clear recommendations

· takes overall organisation views into consideration when making decisions

· keeps the appropriate people involved and informed while developing and deciding on alternatives

· checks assumptions against facts when making decisions.

	Planning and Organising
	· establishes approach and priorities systematically

· defines the parameters to which work must be completed

· identifies and plans for resources needed

· identifies risks and opportunities and develops contingency strategies

· takes responsibility for project outputs and accountabilities; delivers the project results; identifies and balances process and task considerations; applies cross-functional thinking

· develops and implements appropriate monitoring processes to track progress against project and work plans and feeds results back to clients

· establishes systems to monitor performance for specific areas of responsibility

· maintains records of meetings and discussions

· meets with direct reports regularly to discuss assigned tasks, check on progress and problems

· reviews regular activity reports to keep track of work progress

· examines work outputs to ensure processes are correct.


	Communication
	· Provides clear and concise monthly feedback on progress and/or results obtained

· establishes the value or benefit of the communication for its particular audience, based on assessed characteristics, motivations and needs

· presents ideas in a logical sequence

· provides transitions from one point to another, summarises main points

· use analogies, language and examples familiar to the recipient to clarify points and concepts and maintain interest

· provides a strong conclusion or recommendation that falls directly out of the body of the communication

· breaks down explanations of complex processes, procedures, and situations into manageable pieces of information

· uses audio-visual equipment, brochures, and handouts to enhance and clarify the verbal message

· provides an opportunity for questions, feedback and discussion.

	Stakeholder Engagement

	· establishes and maintains effective relationships with their clients (internal and external)

· anticipates clients’ needs and responds quickly, accurately, and pleasantly

· clarifies the exact nature of clients’ problems or requests

· monitors client satisfaction

· honours commitments

· keeps clients informed on progress and renegotiates deadlines if necessary.

	Professional Standards
	· demonstrates independence, objectivity – puts forward the body of professional standards knowledge, as appropriate 

· models and applies the professional standards

· seeks professional guidance when there are conflict situations

· monitors, measures and continually improves own performance.


	Teamwork
	· participates proactively in the development of team goals and plans

· cooperates with team members to resolve problems and achieve goals

· acknowledges others’ skills, experience, knowledge, creativity, and contributions

· encourages trust among team members through open and honest sharing of information

· shows consideration for team members

· participates in defining individual and shared responsibilities

· supports team members by encouraging participation and listening to other’s ideas

· contributes to agreement on goals and problem resolution, and on methods to accomplish both.

	Organisational Awareness
	· is professional in attitudes, image and performance

· works collaboratively across the Ministry

· affirms the Ministry’s people, products and services

· uses Ministry vision, values, and organisational policies changes in order to anticipate needs for action in the Ministry

· interacts with people and maintains networks inside the Ministry

· identifies potential Ministry problems and opportunities

· has a keen sense of changing organisational directions

· understands and uses the Ministry’s structure, operations, decision-making channels, planning processes, and financial budgeting control systems

· keeps informed of  business, industry issues, changes and opportunities

· has a keen sense of changing external climate in order to anticipate needs for action in the Ministry.


	
Technical/Professional Knowledge and Experience
· Have practical experience in preparing reports for, and making written submissions to, independent judicial bodies

· Have practical experience in conducting cases and appearing before Courts and Tribunals

· Have the skills necessary to effectively liaise with the Social Security Appeal Authority and associated agencies

· Have a sound knowledge of welfare law and other areas of law relevant to the Ministry’s business

· Have experience in the Ministry’s Service Delivery front-line and be familiar with Service delivery processes and computer systems

· Have an understanding of the policy and practice issues relevant to the Ministry’s business

· Show initiative and good judgment and be able to work independently and without supervision

· Competent level of computer and keyboard skills, including proficiency in Microsoft products (Word, Excel, Outlook, Powerpoint, Project, Visio) 
Attributes/Success Factors

· Effective written and verbal communication skills

· Good relationship management skills - able to develop effective relationships at all levels

· Strong ability to work in a team environment – able to work to support individual and team objectives/goals

· Adaptability and initiative – able to undertake varied tasks and cope with ongoing change

· Sound problem solving skills – ability to apply effective solutions to new problems and ‘think outside the square’

· Excellent organisational skills - able to prioritise, schedule work to meet deadlines and maintain the quality of services delivered

· Welcomes and values diversity, and contributes to an inclusive working environment where differences are acknowledged and respected
· Show initiative and good judgment – be able to work independently and without supervision
Other Requirements

· Willing to travel to fulfil job requirements
· Holds current drivers licence and is prepared to drive the Ministry’s vehicles if required.




	Appeals Officer
	1



