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Position:
Team Manager Legal Services
Children’s Worker:               No
Location:
National Office
Business Unit:
Legal Services
Group:
Corporate Solutions
Reporting to:
Chief Legal Advisor
Issue Date:
April 2018
Delegated Authority:
Financial and Personnel
Staff Responsibility:
Yes

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 Vulnerable 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, MSD Approvals, 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  
This is a senior role reporting directly to the Chief Legal Advisor and is part of a collaborative and tightly knit senior management team. The purpose of the Team Manager  is to lead and manage a team providing legal advice and legal support services, and assist in providing strategic leadership across Legal Services, this includes:
•
Allocate and supervise the work of direct reports

•
Be responsible for all legal practice management, account management and skill development of direct reports

•
Develop and maintain strong relationships with key stakeholders and peers both within the sector and across other relevant sectors

•
Complete additional project work as directed by the Chief Legal Advisor

•
Provide personal advice to the Chief Executive and Deputy Chief Executives as agreed with Chief Legal Advisor
•
Being responsible to the Chief Legal Advisor for the prudent financial management of the Legal Services budget as delegated
This senior position within Legal Services is part of a collaborative and tightly knit senior management team and may be required to move to manage other teams to accommodate business need.


Working Relationships

Internal:

· Chief Executive

· Executive Management Team and other Senior Managers of the Ministry

· National Office and Regional Senior Managers and staff

· Legal Services Management and staff
External:

· Minister and Ministerial Staff

· Crown Law Office

· Key Government Agencies and Ministries

· Other legal and professional advisors of other departments and external law firms

· State Services Commission

· Office of the Ombudsman

· Office of the Privacy Commissioner
Key Accountabilities 
	Key Result Area
	Accountabilities

	Strategic Legal Services
	· Assist in the provision of strategically focussed legal advice and risk identification, as well as options for mitigating risk, to the Chief Executive and Leadership Team and the corporate business units/lines

· Assist in the management of the provision of timely, strategically sound and factually accurate legal advice and support to the Minister, the Chief Executive and Leadership Team, Senior Managers and other Ministry staff

· Assist in the management and provision of comprehensive legal and legal advisory services to the Ministry’s business units/lines including:

· dealing with specific or complex issues relating to the Ministry or the functions of the Ministry

· general contract law

· employment law

· administrative law

· professional management of litigation involving the Ministry

· Advise the Chief Executive and General Managers on any legal matter that may significantly impact on the corporate business units/lines

· Appropriately instruct external legal advisors as necessary and maintain oversight of all externally instructed advice

· Assist in building appropriate levels of understanding among senior managers in the Ministry of legal constraints, requirement and risks

· Contribute to the development and implementation of short term and strategic plans for the Legal Services team in accordance with agreed business plans and business policies

· Assist in ensuring Legal Services staff have a thorough understanding of the Ministry and deliver services and advice that anticipates clients’ needs and the Ministry’s operating environment

· Assist in ensuring that there is an appropriate quality assurance process implemented within the Legal Services group that ensures advice is timely, accurate and of a high quality

	Strategic Legal Risk Management
	· Contribute to strategically focussed legal risk identification and appropriate mitigation options
· Contribute to the identification and management of “issues” affecting the Ministry

· Maintain a strategic oversight of legislation, regulation, case law and other legal developments and knowledge to proactively determine current and future risks for the Ministry
· Undertake risk analysis on proposed changes to legislation, new legislation, or operational developments.

	Leadership of the Legal Services Group
	· Model behaviours expected of a member of a collaborative and tightly knit senior management team. 

· Provide strong, intellectual, ethical and practical leadership to the Legal Services Group

· Promote and champion the team you are responsible for as a component of the Ministry’s centre for excellence for legal services

· Build the capacity of the team you are responsible for and provide development opportunities for Legal Services staff, to establish the capability necessary to respond effectively to future demands

· Assist in developing management strategies that reflect legal professional services best practice and a commitment to improving individual staff capability

· Ensure there are strategies and systems in place to give assurance that the work of staff is effectively supervised, reviewed and that there are clear accountabilities and performance expectations, including:

· identifying and acting on personal and professional development opportunities

· completing performance agreements with direct reports and regularly discuss/evaluate progress

· Undertaking performance agreements with direct reports and regularly discuss/evaluate progress

· Undertaking performance appraisal for direct reports providing appropriate ongoing feedback and coaching support

· Manage the delegated Budget to ensure that budgets and reports are accurate, meet Ministry standards and agreed timeframes

	Relationship Management
	· Undertake business partnering obligations as delegated by the Chief Legal Advisor 

· Assist in the successful implementation of Relationship Management approaches for key stakeholders as delegated by the Chief Legal Advisor

· Develop and maintain relationships with key stakeholders that enables negotiation of expectations and effective identification and resolution of problems

· Develop and maintain a client focussed approach to the delivery of services

· Develop a partnership and collaborative approach to relationships with Deputy Chief Executives, General Managers and other senior managers to effectively deliver legal services to the Ministry

· Assist in building and maintaining close cooperative relationships with key external providers of legal advice , advocacy or other legal services (both public and private sector)
· Assist in establishing clear service level performance indicators and standards of legal service delivery

· All governance reports are timely and clearly identify relevant risks and issues

	Health, Safety and Security
	· Understand and implement your manager accountabilities.

· Ensure health, safety and security policies and procedures are understood, followed, implemented by all employees.


	
Technical/Professional Knowledge and Experience
· Qualified barrister and solicitor with a current practising certificate

· Proven ability to provide leadership of a legal or other professional team at a senior level
· Proven ability to contribute as a member of a senior management team
· A sound knowledge (or proven ability to quickly obtain) of Public Law, welfare, Privacy and Official Information laws as well as other areas of law relevant to the Ministry’s business or ability to mentor these

· In depth knowledge of New Zealand government legislative and policy processes

· Extensive experience in providing legal advice at a senior level with a large and complex organisation

· Proven record of managing strategies and teams in a complex and demanding environment 

· Demonstrated strategic focus with strong analytical skills

· Awareness and understanding of Treaty obligations and Partnership issues

Attributes/Success Factors

· Excellent relationship management skills - able to establish, build and maintain effective relationships

· Excellent people management skills – able to lead, motivate and manage a team of professional, driven high-performing experts.
· Strategic planning skills – able to assess risks/opportunities, aware of long-term implications, defines parameters

· Sound judgement – able to make logical assumptions, makes fact based decisions, considers all relevant information including resources and constraints

· Excellent communication skills – in all forum particularly oral and written, able to influence/convince others, adapts style to audience

· Proven credibility, integrity and professionalism – demonstrates these characteristics at all times
· Strong leadership/coaching skills - able to build the capability of others including managers to effectively manage situations/people/risks.

· Welcomes and values diversity, and contributes to an inclusive working environment where differences are acknowledged and respected
· Strong financial management skills – able to manage a budget incorporating all aspects of staff and operations management.

Other Requirements

· Willing to travel to fulfil job requirements

· Holds current drivers licence and is prepared to drive the Ministry’s vehicles if required
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