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Position:
Senior Administrator Facilities Management  
Children’s Worker:
No
Location:
National Office Wellington
Business Unit:
Property and Facilities 
Group:
Corporate Solutions 
Reporting to:
Team Leader Office Services
Issue Date:
August 2017 
Delegated Authority:
No
Staff Responsibility:
No
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 250 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
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Group 

The Deputy Chief Executive, Corporate Solutions has responsibility for leading the development of integrated capability strategies for the Ministry and developing a Ministry-wide view on organisational issues, along with functional responsibilities across the Human Resources (HR), Finance, Legal Services, Procurement, Property and Facilities, Information Services, Information Security, Organisational Projects, and Information Technology (IT) areas and includes a strong focus on sustainability.  

Corporate Solutions vision for this is:   “Making Help Happen”
Business Unit

The Property and Facilities group includes the Ministry’s property operations, property strategy and planning, National Office Facilities, and the Future State Office Environment programme.  

Our Purpose is: Property and Facilities – We bring our expertise and connections in Property and Facilities to deliver safe, fit for purpose work environments today and tomorrow.
The group has responsibility for: 

· Managing the Ministry’s property assets, including purchasing, leasing and disposal, of the Ministry’s commercial and residential property portfolio
· Managing the property capital and operating budgets in line with Treasury requirements and with a value for money lens for the Ministry of Social Development 

· Bringing design, fit-out and maintenance expertise to the portfolio management to ensure they deliver safe fit for purpose environments for the Ministry’s people and operations

· Ensuring the long-term property planning is an integrated part of the Ministry’s and Government strategic business planning
· Providing operational support in Health Safety and Security for National Office sites
· Delivering the Ministry’s long-term National Office accommodation solution

Purpose of the Position  
The primary role of the Senior Administrator Facilities Management is to ensure the consistent provision of high quality services and facilities management at National Office, assisting to ensure targets are met, effective processes are in place and documented, planning and supporting the National Office Facilities team in areas such as reception services, security access management and building and facilities maintenance. 

The role is also responsible for ensuring the provision and maintenance of products and services to support National Office operations relating to facilities management.
The Senior Administrator Facilities Management will participate in other duties, tasks/functions, key projects or initiatives within the wider team as required.

Working Relationships

Internal

· Office Services team 
· National Office Facilities team

· Property and Facilities group 
· Members of the Senior Leadership Team

· Office of the Chief Executive

· Health Safety and Security team

· Managers and staff at National Office 

External

· External Providers

· Statutory bodies, government departments, local bodies and other control agencies as appropriate
Key Accountabilities
	Key Result Area


	Accountabilities



	Office Services  
	· Ensure quality provision and maintenance of products and services to support National Office operations including: 
· Co-ordination of repairs and maintenance issues
· Effective maintenance programmes are in place as required 

· Operation and maintenance of office equipment

· Effective and efficient mail/courier service
· Provision of stationery, kitchen services and supplies
· Allocation of car parks
· Management of lockers
· Build and maintain effective  working relationships with service providers and contractors to National Office 
· Set up and maintain effective electronic and paper filing system for  processes and procedures  
· Develop new systems and procedures as required enabling quick access to information
· Ensure all maintenance programmes including KPIs are clearly documented and maintained 
· Ensure escalating maintenance and service issues are resolved promptly and the appropriate escalation process is followed 
· Participate in project based work including fit-outs and refurbishments

	Reception Services and Visitor Management
	· Ensure a high standard of customer service is provided to all visitors, staff, contractors and external suppliers

· Ensure visitors and contractors follow Ministry procedure for signing in including the acknowledgement of Health and Safety information 
· Liaise with Health, Safety and Security team to ensure effective security systems are in place and that systems are monitored and maintained

	Security Services


	· Contribute to National Office security by ensuring effective management of the security access card system, including:
· Allocation, recording and retrieval of access cards
· Real time reconciliation 

· Auditing and reporting 
· System support, maintenance and upgrades
· User education 

· Liaise with system providers and security guards as appropriate
· Ensure the integrity of the secure management of suspicious mail items e.g. “Powder Safe” security system
· Ensure security issues at National Office are managed and maintained to agreed standards

	Information and Planning
	· Regularly monitor and report progress towards achievement of plans and strategies 

· Analyse trends in maintenance costs and frequency, and recommend appropriate action

· Maintain fact sheets and statistical information as required
· Provide information for weekly and monthly reporting requirements 

· Ensure current and informative National Office information is available on Doogle

	Process Improvement and Continuous Improvement
	· Assist in maintaining a culture of continuous improvement, developing metrics to gauge and review solutions to assess their success in enhancing operational performance to achieve desired outcomes

· Contribute to team based thinking and development of long range strategies and business plans for National Office Facilities and also to Property and Facilities and the Ministry’s overall plans and strategies

· Work collaboratively across the team and with our clients to understand and identify challenges and potential areas of improvement
· Develop, implement, document and maintain operating processes that enables consistent quality of service delivery 
· Staff training and support in new processes
· Identify and recommend best practice improvements to procedures and systems 

· Generate and recommend ideas for developing process improvements that will enhance performance 
· Assist in implementing approved ideas, best practice improvements to procedures and systems
· Identify tools and technology to enhance services

	Personal

Leadership and Team Support
	· Maintain a good understanding of changing organisational and workplace needs and customer expectations

· Model positive leadership behaviours and the desired values and culture of the organisation 

· Foster an open, collaborative environment that encourages quality, innovation, on-going learning and knowledge sharing within the team

· Foster effective working relationships across the team and other business units, managing/resolving conflict when necessary
· Proactively support colleagues to build a high performing customer focused team to accomplish goals and ensure knowledge sharing of skills and ideas 

· Be a culture champion that supports and models the Ministry’s commitment to culture change

	Contractor and Relationship Management
	· Ensure effective and collaborative communication with key stakeholders both internal and external to deliver a solutions focused outcome

· Ensure National Office contracts are being delivered to agreed specifications to ensure the smooth running of day to day operations

· Represent the Ministry credibly and professionally in relationships established as part of work undertaken 

· Assist with regular audits of all contractor Health and Safety compliance documentation and processes to ensure contractors comply with Health and Safety policies and practices 

	Health and Safety and Wellbeing
	· Manage own personal health and safety, and take appropriate action to deal with workplace hazards, accidents and incidents at all times
· Display commitment through actively supporting all health and safety and wellbeing initiatives 

· Comply with relevant health and safety and wellbeing policies, procedures, safe systems of work and event reporting 

· Report all incidents/accidents, including near misses, in a timely manner
· Ensure all staff/colleagues maintain adequate health and safety standards on the job through consultation, training and supervision

	
Business Standards and Policy 
	· Maintain professional business standards for behaviour, dress and housekeeping

· Operate within business operating policies and procedures including financial resources/requirements and the code of conduct


	
Technical/Professional Knowledge and Experience

· A minimum of three years’ experience in a modern facilities management environment

· Proven ability to work in a team environment, adapt, demonstrate initiative, and cope with continuing change 

· Ability to write clear and concise material at an operational level for various audiences

· Demonstrated experience in process improvement and implementation 

· Demonstrated ability to developing workable solutions to problems

· Experience in data analysis and reporting 

· Proven record in establishing and maintaining relationships with individuals, groups or agencies external to the organisation

· Able to analyse information from a variety of sources, make sound judgements and assumptions based on fact

· Excellent IT skills including Microsoft products (Word, Excel, Powerpoint, E-mail) and research tools (internet and database use)
Attributes/Success Factors

· Highly client focused – gives high priority to anticipating client needs and ensuring  satisfaction by listening to, and understanding, both internal and external client requirements
· Excellent communication, engagement and interpersonal skills

· Excellent organisational skills and good attention to detail

· Strong relationship management skills – highly effective in establishing, building and maintaining relationships with individuals, groups or external agencies , and the ability to build trust and credibility with stakeholders

· Competent in planning and organising to manage time effectively 

· Effective persuasion and influencing skills – able to communicate the intended viewpoints to an audience, able to persuade others to a viewpoint

· Welcomes and values diversity, and contributes to an inclusive working environment where differences are acknowledged and respected
· Commitment to service excellence

Other Requirements

· Able to work outside normal office hours
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