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Jobs and Skills Hub Operations Manager
Client Service Delivery Employment 
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
To manage the Jobs and Skills Hub which collaborates with industry to drive a rapid and sustainable shift that delivers the right people, at the right time, with the right skills, to meet New Zealand’s current and future construction needs. 
As the Operations Manager of the Skills Hub, this role will ensure that government investment in skills/training, recruitment and schools’ engagement is managed, and achieves the outcomes expected.
A Jobs and Skills Hub is a one-stop shop offering recruitment and matching services, skills training co-ordination services and schools’ engagement and connections to employers and industry sectors. The Hub is owned by the Ministry of Social Development (MSD) and has several government and non-government stakeholders. The purpose of the operations manager role is to ensure that the government investment in the three pillars of skills, training and schools’ engagement is managed in a way that encourages collaboration to achieve overall results and results in sustainable employment opportunities for community. The operations manager will work across agencies and with stakeholders to ensure that agreed KPI’s are met.
Location
Auckland
Reports to
Manager Jobs and Skills Hubs
Key responsibilities
Relationship Management
· Manage the day-to-day operations of the Jobs and Skills Hub and team in line with the Hub’s purpose and supporting key performance indicator results.
· Develop relationships with employers, developers, contactors and sub-contractors to understand and respond to their current and future workforce needs.
· Ensure strong partnerships with the local community to connect job seekers and graduates with the employment and up-skilling opportunities required.
· Ensure strong partnership with iwi and deliver on MSD’s Treaty partner commitment to Māori.
· Work with community organisations to support non-traditional job seekers (sole parents, beneficiaries, disengaged youth) into work.
· Design and maintain the various employer and community engagement channels.
· Ensure coordinated efforts with other Jobs and Skills Hubs. 
· Manage working and steering groups for the Jobs and Skills Hub.
· Build and extend relationships with job-seeker communities to connect them to employment and up-skilling opportunities.
· Ensure coordinated efforts that support learning/insight sharing and the development of best practice with the other Hubs.


General Management
· Apply critical thinking clear logic reasoning to analyse issues and challenges faced by job seekers and employers.
· Gather, analyse and report key information arising from engagements with employers and job seekers.
· Respond to defined issues, roadblocks/barriers and contribute to larger, more complex projects where others have the accountability for the delivery of outputs.
· Plan, monitor and report progress towards the Hub key performance indicators (KPIs) and share insights from engagement with employers, job seekers and trainees.
· Develop and plan marketing and communications activity that supports Hub recruitment, employment and training results
· Lead the design and growth of employer and job-seeker engagement channels to respond effectively to community workforce needs in priority sectors.
· Report to Jobs and Skills Hub governance groups and provide input to key stakeholders including employers and industry, and local and central government agencies.
People Management
· Create and support a team culture that is customer focused, proactive and consistent with the values of the Ministry and inspire staff and teams to deliver high level performance.
· Provide staff support, mentorship and guidance.
· Enable focus on Hub outcomes and help team facilitate activity that achieves hub KPIs.
Embedding te ao Māori 
· Embedding and building on Te Ao Māori within their leadership role.
· Create the conditions for Te Ao Māori and Te Tiriti o Waitangi in all decisions to ensure Te Pae Tata is delivered and embedded in your business group.
Health, safety and security
· Understand and implement your manager accountabilities as outlined in the HSS Accountability Framework.
· Ensure health, safety, security and wellbeing policies and procedures are understood, followed and implemented by all employees.
Emergency management and business continuity
· Take responsibility for emergency management and business continuity confirming management of the critical functions that satisfy legislative, regulatory and client obligations are in place during and after a disruptive event.
· Ensure that policies and procedures encompassing emergency management, business continuity and crisis management arrangements are understood, followed and implemented by employees.
Know-how
· A clear understanding of the challenges that employers and jobseekers experience in the labour market.
· Understanding and application of Tikanga Māori and Mātauranga Māori.
· Comprehensive understanding of Te Tiriti o Waitangi and its principles.
· Competency in Te Reo me ōnā Tikanga Māori.
· Highly organised with the ability to plan, prioritise and effectively balance both strategic and operational issues.
· Current full NZ car licence.
· Clean Ministry of Justice check.
· Experience in management of operations functions and/or business units, in a complex and/or global organisation.
· Experience in leading, coaching and mentoring others to achieve results and personal growth.
· Experience in developing and maintaining key networks and relationships with stakeholders, including other NZ Inc agencies, and in being able to navigate through complex political environments in order to promote the organisation.
· Experience in customer relationship management in an operational environment.
· Experience in implementing quality processes and strategies designed to improve productivity and delivery of excellent customer service. 
· Must be a NZ citizen or hold a residence class visa.
Attributes
· Cultivates Innovation – shape the agenda, creating new and better ways for the organisation to be successful.
· Nimble Learning – actively learn through experimentation when tackling new problems, using both successes and failures as learning fodder.
· Collaborates – support others, building partnerships and working collaboratively with others to meet shared objectives.
· Customer Focus – build strong customer relationships and delivering customer-centric solutions.
· Action Oriented – take on new opportunities and tough challenges with purpose, urgency and discipline.
· Decision Quality – make good and timely decisions that keep the organisation moving forward.
· Organisational commitment and public service – role models the standards of Integrity and Conduct for the State Services Contributes to the development of, and helps promote and builds commitment to MSD’s vision, mission, values and services.
· Communication and Interpersonal skills – able to demonstrate strong communication and interpersonal skills.
Key relationships 
Internal
· MSD teams, Hub leadership across New Zealand.
· Relevant managers and staff in other government agencies
· Key contacts of Hub
· Other Hubs 
External 
· Suppliers of goods and services
· Stakeholders – employers, project build partners, sub contractors
· Participating secondary schools
Other 
Delegations
· Financial – Yes
· Human Resources - Yes and level 5 
Direct reports - Yes
Security clearance - No
Children’s worker - No
Limited adhoc travel may be required
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