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Reporting and Analytics Advisor
People Group
Our purpose
Manaaki tangata, Manaaki whānau
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
[image: Image showing MSD's three strategic shifts: Mana manaaki - A positive experience every time; Kotahitanga - Partnering for greater impact; Kia takatū tātou - Supporting long-term social and economic development]
Our Values
[image: Our MSD 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 
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Position detail
Overview of position
The Ministry (MSD) uses data and insights to improve the way we work, identify who we need to provide services to, and how to provide these services, and uses hard evidence to prove that we’re doing the right things. Data informs decision making and we’re working hard to build a data driven HR function. 

The primary focus of the role is developing analytics solutions to provide insights that ensure our organisation has the information it needs about its workforce at the right time and can focus on the right people-based initiatives. This includes helping to develop our HR information systems and workforce metrics to ensure they are able to identify both short term and longer-term issues that may impact on our people capability, capacity and efficiency.  
Location
National Office, Wellington
Reports to
HR Reporting and Analysis Manager
Key responsibilities
Supporting the HR Strategy
Support HR initiatives (e.g.  succession planning, diversity, talent management) and the HR/People strategy by:
· Performing in-depth analyses and interpretation/evaluation of business and people data and information.
· Summarising results and key trends, updating materials, and preparing reports and presentations to communicate the findings and insights to stakeholders/clients.
· Applying analytics to business issues through a solid understanding of MSD’s strategy and Four-Year Plan, business line strategies, and current and future workforce requirements. 
· Identifying metrics that align most closely with business unit goals and MSD’s human capital and People strategies.
Information Management and Process Improvement
· Act as subject matter expert on key HR reporting systems and methodologies.
· Develop and maintain reporting and analytical systems for collecting and organising data and information.
· Apply appropriate methods and techniques of data extraction, organisation, transformation, movement, storage, integration and governance.
Workforce Planning and Analysis
· Work proactively and independently with HR Business Partners and People Group teams to develop, measure and monitor relevant workforce metrics, uncover and interpret trends in data, and produce evidence-based recommendations to assist workforce planning. 
· Design reports for key stakeholders that summarize key people metrics and provide new insights.

Reporting and Analytics
· Research, analyse and interpret data to inform the design, implementation and measurement of HR initiatives.
· Create regular and ad-hoc reports, data analysis, data mining and visualisation   to provide better business insights.
· Communicate the findings and insights of analysis to stakeholders.
· Provide information and analysis to meet both internal and external reporting requirements including Parliamentary, Official Information Act, Central Agencies annual reporting, and media enquiries.
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
· Experience in research and information analysis including knowledge of statistics and experience using statistical packages for analysing large datasets (Excel, SPSS, SAS etc)
· Strong analytical skills with an ability to collect, organise, analyse, and disseminate significant amounts of information with attention to detail and accuracy. 
· Experience in analysing data to identify trends, impacts, opportunities and linkages and designing and building reports on the findings.
· Technical expertise regarding data models, database design development, data mining and segmentation techniques
· Experience of working with several large and complex information systems and information management principles and techniques  
· Knowledge of the public service working environment and applicable legislation is desirable.
· Demonstrated ability to produce quality work to deadlines, and under pressure
· Strong written and verbal communication skills, with experience in writing high quality reports


Attributes
The incumbent needs to demonstrate:
· Ability to critically examine systems, processes and information in order to identify better ways of analysing and reporting information.
· An understanding of the importance of data and evidence and using analytics to derive informed insights and value-adding solutions.
· Ability to resolve conflicts or difference by finding areas of agreement that benefits the organisation and individuals.
· Ability to work in collaborative peer and other stakeholder relationships.
· Ability to maintain performance under stress.
· Builds and maintains rapport with others based on their own integrity and honesty, demonstrating effective interpersonal skills.
· Sensitivity towards Māori, Pacific Peoples and other cultures.
· The ability to manage sensitive and confidential information in an appropriate manner.
Key relationships 
Internal
1. Manager and other members of the Reporting and Analysis Team and wider HR Operations team
1. Group General Manager, People
1. HR Business Partners
1. Other members of the People Group (especially the HRIS applications teams)
1. Managers and Senior Managers of MSD
1. Ministerial and Executive Services staff
1. Other MSD staff
External 
1. Public Services Commission
1. Statistics New Zealand
1. Other Government agencies
Other 
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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