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Position:
Recruitment Partner
Children’s Worker
No
Location:
National Office and Regional
Business Unit:
Human Resources
Group:
Corporate Solutions
Reporting to:
Manager Recruitment
Issue Date:
May 2019
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 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 be safe, strong and independent.

Manaaki Tangata, Manaaki Whānau.
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 consists of functions in the areas of human resources, finance, information technology, property and facilities, health, safety and security, legal advice, information security, privacy, risk management and assurance. The group also accredits social service providers, helps resolve historical claims and provides business coaching to government agencies.

The group provides advice and services to MSD, Oranga Tamariki and the Social Investment Agency.

Business Unit 
The role of the Human Resources (HR) Group is to ensure that the Ministry has the organisation, people and capabilities required to deliver on the Government’s outcomes and priorities.  Working in tandem with People, Culture and Strategy, the HR Group provides advice and support to the Chief Executive and the Leadership Team to ensure that effective HR strategies are implemented and properly integrated into all business strategies and plans.
HR is responsible for the design and delivery of HR policies, operational HR processes and associated systems and services aimed at ensuring that managers have access to the best possible information, advice, support and systems to recruit, lead, retain, develop, manage and pay their people.
The HR team provides services to other public sector organisations as a shared service. 

HR is structured into the following functional groups: 

· HR Operations

· Learning and Capability Strategy

· HR Business Partnership
· Employee Relations
Purpose of the Position 
The role of Recruitment Partner is to attract, select and recruit excellent people who are capable of raising the future performance of MSD.  This role will partner closely with hiring managers and stakeholders to plan and support recruitment activity such as talent sourcing, strategic recruitment and pipeline development. They support fair and transparent recruitment practice and mitigate risk for the business whilst contributing to the development and implementation of organisation-wide initiatives and strategies.

Fundamental to their success will be their ability to partner with managers and stakeholders, gaining credibility and respect to deliver great outcomes and ensuring the candidate experience is a quality one.




Working Relationships

Internal:

· General Manager Human Resources 

· HR Leadership Teams
· Manager Recruitment

· Director HR Operations
· HR Directors, HR Business Partners and HR Team Members

· Recruitment Team

· MSD managers and staff

External:
· Candidates

· External suppliers e.g. advertising, e-recruitment suppliers

· Recruitment and search companies

· SSC and other departments in the Public Service

· Tertiary education providers

· Professional networks
Key Accountabilities 
	Key Result Area
	Accountabilities

	Recruitment Service Delivery

	· Develop specific recruitment plans including timeframes, selection criteria, selection tools, methodology and advertising strategy with stakeholder managers/groups

· Utilise the Ministry’s e-recruitment technology to effectively manage and store recruitment information and provide recruitment metrics

· Promote the use of the Ministry’s e-recruitment technology to ensure maximum utilisation across all business groups

· Build and maintain brand integrity throughout all contact phases with candidates and external stakeholders
· Proactively manage recruitment to deliver cost effective recruitment outcomes that ensures quality candidates are sourced and appointed

· Provide operational recruitment support where appropriate, which may include employment advertising, shortlisting, interview panel participation, candidate communication, reference checks and recruitment documentation 
· Provide managers with recruitment and selection coaching/training

· Provide staff impacted by change processes with recruitment coaching

· Work with managers to develop high performance profiles for key positions and building talent pools

· Ensure recruitment processes and practices comply with all relevant employment legislation

· Ensure confidentiality and privacy of information is maintained

	Relationship Management
	· Build and maintain excellent working relationships with managers - influencing behaviours through the provision of solutions and robust advice
· Build and maintain excellent working relationships with HR management teams and team members

· Build and maintain strong working relationships with external parties such as tertiary institutions, agency recruiters, advertising agencies

· Manage candidate relationships effectively


	Project Work and Continuous Improvement
	· Participate in, and lead recruitment project work
· Provide recruitment advice and support to wider business projects

· Identify innovative process improvement opportunities and work with stakeholders to implement changes

· Maintain an up to date level of knowledge of employment related legislation and recruitment best practice, principles and methodology

	Recruitment Strategy and Policy
	· Contribute to the development of the Ministry’s recruitment strategy

· Contribute to recruitment policies and procedures and how they are published and communicated to managers and staff

	Team and Individual Performance
	· Take a cooperative approach within and across the HR Group, sharing knowledge and skills
· Contribute to the success of the Recruitment Team through active and positive participation in all recruitment activities Manage own work programme working closely with the wider Recruitment and HR teams to ensure Ministry wide consistency 
· Support the HR Shared Services operating model. Promote self-service (Doogle, myHR, HR Kiosk) through all channels as a source of valuable information

	Safe and Healthy


	· Understand and adhere to MSD health, safety and security (HSS) policies and procedures

· Implement HSS accountabilities at work to keep themselves, colleagues, clients and others safe and well.


	Professional Knowledge and Experience

· A relevant tertiary qualification in human resources, or significant experience in a related discipline is desirable 

· Has extensive experience in recruitment and managing complex recruitment requirements

· Has an excellent understanding of the NZ recruitment market 

· A comprehensive understanding of recruitment processes and policies and methodologies

· Demonstrated ability to manage projects effectively

· Experience and knowledge of Employee Relations related legislation, particularly where it relates to Recruitment

· Excellent interpersonal skills, capable of establishing and building effective working relationships with people of all cultures and employees at all levels

· Excellent communication skills, with the ability to translate information, data and ideas into a language that can be understood by a wide range of people

· Experience using IT applications with speed and accuracy, including Word to prepare correspondence and reports; Excel to prepare reports, tables and charts; and Powerpoint to prepare effective presentations.  Proficiency in accessing information stored in large data systems, and the aptitude to learn new systems

· Highly developed organisational and planning skills with the ability to prioritise work effectively and manage competing priorities and deadlines

· Adapts easily and quickly to changing environments and is responsive to varying business demands
· Welcomes and values diversity, and contributes to an inclusive working environment where differences are acknowledged and respected
Other Requirements

· Willing to travel to fulfil job requirements
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