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	Executive Assistant 
Ministerial and Executive Services 

	Our purpose 
Manaaki tangata, Manaaki whanau
We help New Zealanders to be safe, strong and independent

	Our commitment to Māori
As a Te Tiriti o Waitangi partner we are committed to supporting and enabling Māori, 
whānau, hapū, Iwi and communities to realise their own potential and aspirations.

	Our strategic direction

	Mana manaaki
A positive experience 
every time
	Kotahitanga
Partnering for greater impact
	Kia takatū tātou
Supporting long-term social and economic development
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	Our Values

	Manaaki
We care about the wellbeing of people
	Whānau
We are inclusive and build belonging
	Mahi tahi 
We work together, making a difference for communities
	Tika me te pono
We do the right thing, with integrity

	Working in the Public Service
Ka mahitahi mātou o te ratonga tūmatanui kia hei painga mō ngā tāngata o Aotearoa i āianei, ā, hei ngā rā ki tua hoki. He kawenga tino whaitake tā mātou hei tautoko i te Karauna i runga i āna hononga ki a ngāi Māori i raro i te Tiriti o Waitangi. Ka tautoko mātou i te kāwanatanga manapori. Ka whakakotahingia mātou e te wairua whakarato ki ō mātou hapori, ā, e arahina ana mātou e ngā mātāpono me ngā tikanga matua o te ratonga tūmatanui i roto i ā mātou mahi. 
In the public service we work collectively to make a meaningful difference for New Zealanders now and in the future. We have an important role in supporting the Crown in its relationships with Māori under the Treaty of Waitangi.  We support democratic government. We are unified by a spirit of service to our communities and guided by the core principles and values of the public service in our work.




	

	The outcomes we want to achieve

	New Zealanders get the support they require
	New Zealanders are resilient and live in inclusive and supportive communities
	New Zealanders participate positively in society and reach their potential

	We carry out a broad range of responsibilities and functions including

	Employment, income support and superannuation
Community partnerships, programmes 
and campaigns
Advocacy for seniors, disabled people 
and youth
	Public housing assistance and emergency housing 
Resolving claims of abuse and neglect in 
state care
Student allowances and loans

	He Whakataukī*

	Unuhia te rito o te harakeke
Kei hea te kōmako e kō?
Whakatairangitia, rere ki uta, rere ki tai;
Ui mai ki ahau,
He aha te mea nui o te ao?
Māku e kī atu,
He tangata, he tangata, he tangata*
	If you remove the central shoot of the flaxbush
Where will the bellbird find rest?
Will it fly inland, fly out to sea, or fly aimlessly;
If you were to ask me,
What is the most important thing in the world?
I will tell you,
It is people, it is people, it is people

	*	We would like to acknowledge Te Rūnanga Nui o Te Aupōuri Trust for their permission to use this whakataukī





Position detail
Overview of position
The role of the Executive Assistant is to provide administrative and secretarial support to the General Manager Ministerial and Executive Services and the Team.
The Executive Assistant will also work as part of an effective team to develop and maintain administrative services for the Ministry.
Location
National Office 
Reports to
General Manager Ministerial and Executive Services 


Key responsibilities
Management Support 
Ensures that high level support services are provided to the General Manager Ministerial and Executive Services, in a way that maintains and enhances relationships with internally and with NZ and international counterparts.
Maintains the General Manager’s diary, arranges appointments, and makes travel arrangements for the DCE as required.
Brings urgent issues to the attention of the General Manager as required.
Manages the General Manager’s incoming and outgoing internal/external correspondence and uses initiative where necessary by re-directing correspondence for actioning to relevant MSD staff.
Maintain confidentiality of documentation and information as required and as appropriate.
Reception and Hosting Functions
Reception and telephone duties for the General Manager to include message taking, screening and re-directing calls to appropriate staff, and answering routine enquiries, in a way that maintains and enhances relationships with NZ and international counterparts.
Welcomes and, where required, accompanies and supports visitors on behalf of the General Manager.
Overseas Elegation Visits and Events Planning
Assists in the organisation, management, and hosting of overseas delegations to the Ministry, and other events as required.
Coordinates catering for the GM, as required.  
Human Resource Functions
Supervises advertising and recruitment procedures for the General Manager as required.
Maintains HR file records for the General Manager.
Maintains the General Manager’s leave records.
Support the General Manager in the coordination of the annual performance reviews and moderation round.
Accounts
Provides financial/budgeting administrative support to the General Manager.
Maintain a commitment register for the General Manager’s budget and monitor expenditure against commitments.
Liaises with the Financial Analyst on the General Manager’s budget and matters relating to the Group’s budget and reporting requirements.
Liaise/undertake with National Accounting Office on matters relating to MSD purchasing system/requisitions.
Prepare invoices for payment for the General Manager.
Ensures requisition requests are brought to the General Manager’s attention in a timely manner.
Ensure all financial forms are completed and signed in accordance with Ministry policies and guidelines.
Secretariat Support
Co-ordinate meetings – to include scheduling, arranging resources, production of agendas and collation of papers.
Liaise with General Manager staff regarding correspondence responses and follow-ups on behalf of the General Manager, as required.
Drafts letters and memos for the General Manager, as required.
Deal with Chief Executives Office correspondence enquiries and/or requests, as required.
Develop presentation materials using appropriate design packages, as required.
Travel
Arranges travel, accommodation and other administration in relation to domestic and international travel for General Manager’s staff.
Administrative Support
Sets up and maintains effective electronic and paper filing systems and procedures and develops new systems and procedures as required enabling quick access to information.
Maintains records of statistical information as required.
Undertakes one-off projects, compiles and processes data for the General Manager as required.
Participates in the development and maintenance of standards for administrative support in the Ministry.
Operates all systems and procedures in such a manner as to meet Ministry requirements.
Team Support
Works enthusiastically and positively as part of the Social Services Policy team.
Meet with other General Managers’ and DCE EAs’ regularly.
Embedding Te Ao Māori 
Embedding Te Ao Māori (te reo Māori, tikanga, kawa, Te Tiriti o Waitangi) into the way we do things at MSD. 
Building more experience, knowledge, skills and capabilities to confidently engage with whānau, hapū and iwi.

Health, Safety and Security
Understand and implement your Health, Safety and Security (HSS) accountabilities as outlined in the HSS Accountability Framework.
Ensure you understand, follow and implement all Health, Safety and Security and wellbeing policies and procedures.

Emergency Management and Business Continuity
· Remain familiar with the relevant provisions of the Emergency Management and Business Continuity Plans that impact your business group/team.
· Participate in periodic training, reviews and tests of the established Business Continuity Plans and operating procedures.
Know-how
Previous experience in an Executive Assistant or administrative support role.
Experience of working in an environment that requires a high level of discretion, sensitivity, and interpersonal interaction.
Excellent IT skills including Microsoft products (Word, Excel, PowerPoint, E-mail) and research tools (internet and database use).
Experienced in general office administration skills including filing and diary management.
Ability to prioritise, schedule work to meet deadlines and maintain the quality of services delivered.
Advanced skills in the clear and concise communication of information (both in oral and written format) appropriate to the target audience.
Able to mix professionally and build effective relationships at all levels both within the Ministry and with outside agencies and clients.
Able to work in a team environment, adapt, demonstrate initiative, and cope with continuing change.
Able to demonstrate initiative in addressing problems arising in the role.
Special Requirements
Self assured and outgoing.
Confident in building effective relationships with people from other countries.
Able to mix professionally with people at all levels, including ministers and senior government and NGO representatives.
Innovative and proactive.

Attributes
Attention to detail - Accomplishing tasks through concern for all areas involved, no matter how small; showing concern for all aspects of the job; accurately checking processes and tasks; maintaining watchfulness over a period of time.
Relationship Management - Making efforts to listen to and understand the client (both internal and external, NZ and overseas) in a courteous, polite and responsive manner; anticipating clients’ needs; giving high priority to client satisfaction. 
Work Standards - Setting high goals or standards of performance for self; being dissatisfied with average performance; rather than having standards imposed by others.
Initiative - Asserting one’s influence over events to achieve goals; self-starting rather than accepting passively; taking action to achieve goals beyond what is required; being proactive. 
Managing the Job - Establishing a course of action for self or others to accomplish a specific goal; planning allocation of resources and assignments of personnel as appropriate.
Teamwork – Active participation in, and facilitation of, team effectiveness; taking actions that demonstrate consideration for the feelings and needs of others; being aware of the effect of one’s behaviours on others.
Oral communication - Expressing ideas effectively in individual and group situations (including nonverbal communication) adjusting language or terminology to the characteristics and needs of the recipient.
Problem Identification & Solution – Evaluating situations and identifying existing problems or opportunities, or identifying potential problems or opportunities.  Using the information obtained, understanding the pros and cons of each alternative and choosing the most appropriate alternative.

Key Relationships 
Internal:
General Manager, Ministerial & Executive Services
Senior Leadership team
Deputy Chief Executives and their Executive Assistants
General Managers
Other Corporate and Governance team members
HR, Payroll, Finance, Consultants and Advisors
Other Ministry staff

External:
Ministers’ Offices
Visiting delegations from overseas, including Chief Executives and senior staff
OECD and other key international agencies
Overseas government organisations
Other NZ government and non-government organisations
External recruitment and advertising agencies

Other d
Delegations
Financial – No
Human Resources – No 
Direct reports No
Security clearance No
Children’s worker No
Limited adhoc travel may be required
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