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Position:
Quality Co-ordinator 
Children’s Worker
No 
Location:
National Office Wellington 
Business Unit:
Property and Facilities 
Group:
Corporate Solutions
Reporting to:
Team Leader Office Services 
Issue Date:
January 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 Property and Facilities group includes the Ministry’s property operations, property strategy and planning, National Office Facilities, and the Future State Office Environment programme.  
Our Purpose is to bring our expertise and connections in Property and Facilities to deliver safe, fit for purpose work environments today and tomorrow.

The group has responsibility for: 

· Managing the Ministry’s property assets, including purchasing, leasing and disposal, of the Ministry’s commercial and residential property portfolio

· Managing the property capital and operating budgets in line with Treasury requirements and with a value for money lens for the Ministry of Social Development 

· Bringing design, fit-out and maintenance expertise to the portfolio management to ensure they deliver safe fit for purpose environments for the Ministry’s people and operations

· Ensuring the long-term property planning is an integrated part of the Ministry’s and Government strategic business planning

· Providing operational support in Health Safety and Security for National Office sites

· Delivering the Ministry’s long-term National Office accommodation solution
Purpose of the Position: 
The primary role of the Quality Co-ordinator is to ensure our facilities services and spaces (meeting rooms, utility rooms, kitchen and hub areas) are centrally administered.  This will require a “hands on” approach to ensure our service offering is of a high quality standard.  
The role will enhance the quality assurance framework for the monitoring and reporting of issues and service delivery outcomes.   

The role will work closely with National Office Facilities staff in establishing systems and methods for quality and consistency of service. 

The Quality Co-ordinator will participate in other duties, tasks/functions, key projects or initiatives within the wider team as required. 




Working Relationships

Internal:

· Team Leader Office Services

· Manager National Office Facilities

· National Office Facilities Team

· Ministry Staff
External:
· Other Government Agencies and Departments as appropriate

Key Accountabilities: 
	Key Result Area
	Accountabilities

	Quality Assurance 
	· Actively carry out “hands on” duties/tasks and functions to ensure service offering is of a high quality standard  
· Enhance and maintain a framework for monitoring and reporting issues and service delivery outcomes 

· Ensure timely monitoring, issues are raised and feedback provided

· Ensure high attention to detail

· Participate in peer review processes of own and others work 

· Establish and review KPI requirements for National Office Facilities team

	Reporting 
	· Undertake data gathering, collation and quality checks for weekly, monthly and “Fix It” reports

· Report on effectiveness and consistency of service

· Provide reports and recommendations relating to service and improvement opportunities 

	Customer Focus
	· Check customer satisfaction and implement improvement ideas

· Contribute to a “service” culture in the team

	Administration Services Systems and Procedures
	· Participate in the development and maintenance of standards for administrative support in the Ministry

· Contribute ideas for improvement to systems and process simplification to effectively deliver services

· Operate systems and procedures in such a manner as to meet Ministry requirements

· Co-ordinate with and assist other staff so that best practice is shared and overload situations can be managed efficiently

	Administrative Support
	· Set up and maintain effective electronic and paper filing systems and procedures and develop new systems and procedures as required enabling quick access to information

· Maintain records of statistical information as required

· Carry out other administrative duties, as requested by the Team Leader Office Services

· Undertake one-off projects, or initiatives, compile and process data where required

	Team and Individual Performance
	· Contribute in a positive way to the Office Services and wider National Office Facilities team by:

· Working enthusiastically and positively, sharing information and ideas

· Actively supporting members of the team by seeking out opportunities to assist them as necessary
· Actively carrying out “hands-on” tasks and functions for wider National Office Facilities team


	Business Standards and Policy
	· Maintain professional business standards for behaviour, dress and housekeeping

· Operate within business operating policies and procedures including financial resources/requirements and the code of conduct

	Safe and Healthy


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

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


	
Technical/Professional Knowledge and Experience
· Quality assurance or administrative facilities experience

· Ability to establish, implement, and monitor quality frameworks
· Excellent IT skills including Microsoft products (Word, Excel, PowerPoint, E-mail) and research tools (internet and database use)

· Ability to prioritise, schedule work to meet deadlines and maintain the quality of services delivered

· Proven analytical skills and ability to collate and produce reports

· Advanced skills in the clear and concise communication of information (both in oral and written format) appropriate to the target audience

· Ability to mix professionally and build effective relationships
· Ability to work in a team environment, adapt, and demonstrate initiative
· Able to demonstrate initiative in addressing issues
Attributes/Success Factors

· Excellent organisational skills and high attention to detail

· Sound judgement and good problem solving skills

· Exercises initiative and political sensitivity

· Highly effective communication skills

· Flexible, adaptable and pragmatic

· Strong customer focus

· 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



	Quality Co-ordinator 
	6



