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IN-CONFIDENCE

Senior Executive Assistant

Office of the DCE Disability Support Services
Our purpose
We help New Zealanders to be safe, strong, and independent.
Manaaki tangata, Manaaki whānau
The purpose of the Disability Support Services Business Group is to be the commissioner, funder and steward of high-quality disability support services for disabled people, their whānau and carers.   
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
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.
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 Senior Executive Assistant will be an experienced and high skilled executive administrator, who will be well positioned within the Business Group to assist in achieving its overarching strategic and operational objectives and improve collaboration across MSD’s wider business groups.  
The Senior Executive Assistant will be a recognised expert able to deliver highly confidential executive support – from performing various functions to being delegated many accountabilities at the DCE’s discretion. Duties performed require absolute confidentiality, political savviness, initiative, as well as good judgement and an ability to problem solve independently.   
The Senior Executive Assistant will create a highly effective, proactive, and organised office environment to ensure the Deputy Chief Executive’s or Programme Director responsibilities are carried out in a timely and efficient manner. The role will also advise and support projects that are led from the DCE’s office.
Location
Wellington
Reports to
Deputy Chief Executive, Disability Support Services,
Key Responsibilities
Executive support 
· Develop knowledge and understanding of the DCE’s and DCE Office work commitments and priorities to assist them in meeting their requirements. This includes analysing information received to identify emerging issues, associated risks and potential solutions and ensure they are brought to the DCE’s attention. 
· Manage private and confidential information, situations and issues in a manner that reflects the level and seniority of the environment.   
· Maintain the confidence and trust of the DCE. 
· Pro-actively manage email, diaries, travel, meetings, and logistics effectively and efficiently to allow the Deputy Chief Executive to undertake the requirements of their role. 
· Make appropriate decisions on behalf of the DCE within relevant protocols and policies. Decisions are made in a timely manner, sometimes with incomplete information and under deadlines and pressure, where your sound judgement skills will come into play.
· Will be politically savvy and demonstrate sound knowledge of Machinery of Government and public sector processes and systems.
· Prepare papers and briefings for the DCE allowing adequate time for reading, and draft reports on areas in which they need further advice and ensure storage and distribution of all confidential papers in accordance with Ministry policies, processes, and systems. 
· Contribute as a member of the DCE’s Leadership Team. 
· Build the capability of the Business group EA team. Promote the right attitudes and behaviours that contribute to the overall culture of MSD, respecting our obligations to te Tiriti o Waitangi.
· Maintain technical proficiency regarding information technology and management systems and continue to build knowledge about MSD and its policies, practices, and procedures.
· Organise and arrange domestic and international travel for the DCE, ensuring the arrangements meet their requirements. Including financial signoff, compiling the agenda/run sheet, liaising with travel partner and stakeholders.
Advisory and Business Support
· Assist the DCE to deliver on the business group’s accountabilities.
· Identify, develop, and implement changes and improvements to systems and processes to enhance service and performance. 
· Provide advice and insights to the DCE about their business group around the work programme and, wider context of the business group.
· Advise on, support, and manage specific projects as required within the DCE office.
· Exercise sound judgement in identifying events, risks, and issues to prioritise these for and on behalf of the DCE including alerting the DCE of emerging risks related to media, Ministers and their Offices, and MSD staff. 
· Build knowledge of the key issues and work programmes that your DCE is responsible for, ensuring you are across the DCE’s priorities.
· Monitor correspondence and assign queries to the most appropriate manager or staff member and identify and draw attention to important and urgent tasks. Includes setting clear objectives and timelines for information requests. Monitor progress of resolution and follow up/escalate as appropriate. 
· Draft correspondence and develop presentations on behalf of the DCE. 
· Assume ownership of internal processes for the smooth workflow of information to the DCE.
Leadership 
· Lead and coach EAs within the business group, ensuring there is high performance across the team and that capability matches the needs of leaders. 
· Maintain focus and collaboration across the Business group, remaining connected and a line of support provided for current and incoming EA’s.
· Reflect the DCE vision and principles to the organisation and stakeholders.
· Partner closely with the DCE to enable them to achieve their goals and priorities.
· Champion a high level of both client and people centricity. 
· Demonstrate credibility, integrity and loyalty with colleagues and peers. 
· Encourage and motivate people to work together towards a common goal and achieve outcomes.
· Build and maintain knowledge and understanding of the business and principles of MSD to provide leadership and assistance to our DCE, DCE office and EAs.
Finance support
· Administer financial and purchasing processes on behalf of the DCE and monitor expenditure against budget as required. 
· Provide assurance of accuracy financial reports on behalf of the DCE. 
· Assist the DCE and Financial Advisor with budget setting and reforecasting for the DCE’s cost centre.
· Apply financial accountability and management of the DCE’s cost centre where required.
· Administer proxy delegation for the DCE, where required, to approve invoices and receipting of goods in Weka.
Additional Responsibilities
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.
Finance support
· Administer financial and purchasing processes on behalf of the DCE and monitor expenditure against budget as required. 
· Provide assurance of accuracy financial reports on behalf of the DCE. 
· Assist the DCE and Financial Advisor with budget setting and reforecasting for the DCE’s cost centre.
· Apply financial accountability and management of the DCE’s cost centre where required.
· Administer proxy delegation for the DCE, where required, to approve invoices and 
· Human Resource support
· Support and administer the recruitment process on behalf of the DCE to ensure high quality candidate experience and positive outcomes. 
· Liaise with People Group to coordinate secondments, allowances and leave to maximise the DCE’s time.
· Ensure employee information is stored securely and only disclosed to those with appropriate authority to protect privacy and confidentiality.
· Audit and reconcile employee reports for the group to ensure records are accurate, escalating any issues.
· Review payroll reports to ensure employee salaries are accurate, managing any anomalies so that any adjustments can be made promptly.
· Provide assurance of accuracy of HR reporting on behalf of the DCE. 
· Provide assurance of accuracy of myHR system information is correct and manage any inaccuracies in a timely manner.
· Administer proxy delegation for the DCE, to approve and manage leave.
Stakeholder and Relationship Management
· Cultivate a network of internal stakeholders throughout the Ministry and build effective working relationships, maintain open communication channels, working collaboratively to facilitate the sharing of information and identify and mitigate risk to enhance the delivery of executive support.
· Demonstrate credibility and integrity in all working relationships based on mutual professional respect and ethics and ensure DSS and MSD values underpins your relationships across the business and external contacts.
· Establish, build, and maintain a strong network of external contacts and relationships with other agencies, organisations, and interest groups to ensure positive working relationships, building their trust and confidence in DSS and MSD that enhances the reputation of the Ministry.
· Establish, build, and maintain relationships with the Ministers’ Offices and their Private Secretaries. 
· Establish, build, and maintain relationships with the Chief Executive’s Office and other DCE offices within the MSD Leadership. Ensuring all relevant offices are linked into key information as it’s available, in particular the CE Office and Ministers’ Offices.
· Accurately reflect the requirements of the DCE when communicating with relevant staff, business units, stakeholders, and other agencies.
· Coordinate with and assist other executive support colleagues so that best practice is shared, and overload situations can be managed efficiently.
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
· Tertiary qualification (desirable) eg Diploma in Business Administration or equivalent experience. 
· Proven Senior EA experience providing comprehensive executive support to a senior leader, preferably within a large complex organisation. 
· Proven ability to maintain utmost confidentiality and integrity. 
· Excellent written and verbal communication skills and meticulous attention to detail in all aspects of the role.  
· Proven experience of managing complex relationships, both internally and externally.
· Knowledge of New Zealand government policy processes and machinery of government. 
· Advanced skills in prioritising in an often busy and complex environment and applying sound judgement when dealing with competing deadlines.
· A high level of computer literacy including Microsoft packages.
· Experience of financial administration – understanding of Public Finance Act administration budgets and invoice/account reconciliation. 
· Advanced planning and organisational skills – the ability to set and manage objectives, deadlines, time, and priorities effectively often within tight timeframes and under pressure.
· Significant experience developing, managing, and improving administration processes and procedures. 
· Advanced situational awareness skills – ability to identify potential risks and issues, evaluate information and apply discretion to make quality judgements, decisions and appropriate responses.
· Advanced interpersonal and relationship management skills. 
· Significant experience in managing all DCE Office processes ensuring compliance with legislation and MSD policy.
Attributes
· Ability to influence others without authority
· Proven ability to establish and build effective cohesive relationships and partnerships with a variety of stakeholders to achieve mutually beneficial outcomes
· Advanced planning and organisational skill with the ability to multi-task, escalate as appropriate, and prioritise work on a daily basis while ensuring follow-up on other issues continues as necessary
· Strong research, numerical, planning and organisational skills
· Ability to work under pressure and to meet regular and no latitude deadlines
· Exercises sound judgement and political sensitivity
· Proven ability to develop trust and credibility and handle confidential and privileged information sensitively
· Resilient and able to stay calm under pressure, demonstrate resourcefulness and a proactive approach to problem solving
· Ability to relate to people at all levels, demonstrate active listening skills and manage difficult conversations confidently, with the ability to exercise diplomacy and discretion
· Organisational and environmental awareness with the ability to identify potential risks and issues, evaluate information and apply discretion to make quality judgements, decisions and appropriate responses
· Willingly shares knowledge and contributes to a supportive environment based on co-operation and commitment to achieve goals
· Ability to work efficiently in a close, busy team environment
· Strong communication skills
· Flexible, adaptable and pragmatic
· (Strong) client focus (with the ability to understands clients’ needs and is able to anticipate and respond to these)
· Welcomes and values diversity, and contributes to an inclusive working environment where differences are acknowledged and respected.
Key Relationships
Internal
· Office of the Chief Executive
· People Group
· Finance team 
· Property Management and Property and Facilities
External
· Ministers’ Offices 
· Clients and/or their representatives 
· Suppliers, contractors, stakeholders and service providers
· Other government agencies 
Delegations
· Financial – No
· Human Resources – No 
Direct reports - No 
Security clearance Yes - To fulfil the requirement of this position a security clearance level is required: Minimum of Confidential
Children’s worker - No
Limited ad hoc travel may be required.


















Working in public service
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 potential and aspirations.
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. 
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