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Position:
Policy Analyst / Senior Policy Analyst
Children’s Worker
No
Location:
National Office, Wellington
Business Unit:
Community, Partnerships and Programmes
Group:
Service Delivery
Reporting to:
Manager Partnering with Iwi and Maori
Issue Date:
December 2018
Delegated Authority:
Nil
Staff Responsibility:
Nil

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 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 160 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 be safe, strong and independent.

Manaaki Tangata, Manaaki Whānau.

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 
We work together to make a difference for New Zealanders. Whether that’s helping someone get sorted financially so they can study, supporting someone into work, ensuring support is there for someone who can’t work, helping one of our seniors by granting their entitlement to New Zealand Superannuation, or giving New Zealanders confidence that the system they fund is being used by people in genuine need.

We do this through five key groups: Client Experience and Service Design, Client Service Delivery, Client Service Support, Community Partnerships & Programmes, and Strategy & Change.  Whatever part of Service Delivery we work in, we have a role in delivering services and making a difference for more than a million clients.

Business Unit 
Community, Partnerships and Programmes is responsible for strategic partnerships; community, employment and population based programmes and the service management of contracted services including family and sexual violence.  This group is about connecting and collaborating to build effective partnerships that achieve better outcomes for those individuals, whānau and communities who most need our support.

Purpose of the Position 
The purpose of the Analyst/Senior Analyst role is to provide high quality objective analysis and advice on Government policy issues, and to represent the Ministry effectively on inter-agency working groups. In their work, the Analyst/Senior Analyst is expected to form sound working relationships with colleagues and staff throughout the Ministry, as well as forming good networks and relationships with staff in other social sector agencies relevant to the nature of the work. Coaching and support will be provided to the Analyst/Senior Analyst by the Policy Manager and also by project leaders, and principal analysts with whom the employee will work.

The Ministry is committed to providing development opportunities for staff.  Analysts may be asked to move between the teams/units within the Policy Group or elsewhere in the Ministry to help them build a broad range of skills and experience and as part of the flexible approach to the management of the work programme.  


Working Relationships

Internal:

· Principal Analysts

· Principal Advisors

· Policy Managers

· General Managers

· Staff across the Policy Group
· Staff and managers across the Ministry

External:
· Policy staff from other government organisations

· Social policy academic communities

· Social sector agencies

· Iwi networks and Mäori interest groups

· Local government and community groups

· Relevant international organisations

Key Accountabilities 
	Key Result Area
	Accountabilities

	Policy Analysis and Advice
	· Provide high quality, objective analysis and advice within specified timeframes.

· Analyse and review all available information and recommend options for implementation of new policies.

· Ensure the implications of the Treaty of Waitangi, Human Rights and equity considerations are fully addressed in policy work.

· Advise management and/or the Government on the implications of policies, including trends, risks, and developments

· Quantify the impact of new and proposed policies on the organisation by completing operational feasibility studies and costings.

· Monitor and analyse policies in light of Government priorities.

	Policy Development
	· Represent the Ministry in the policy development process including taking part in inter-departmental working groups.

· Develop professional expertise on one or more areas of social policy

· Contribute policy advice to the development of cross-sectoral and “whole of Government” policies in conjunction with other government agencies as required.

· Develop and maintain effective relationships with appropriate Government policy and service delivery staff and information sources.

· Maintain a high standard of personal integrity in all matters and ensure Ministry processes and protocols are followed

	Ministry-driven Projects
	· Carry out analysis of existing policies, processes, products and services, propose and, where applicable, recommend improvements in line with operational standards, legislation, or organisational requirements.

· Work on initiatives that contribute towards the Ministry’s strategic business plan/outcomes.

· Consult with internal and external stakeholders to gain support for proposed initiatives or policies, identifying and overcoming barriers as appropriate.

· Contribute to or lead projects as agreed with your manager.


	Implementation
	· Design guidelines for the implementation of new policies in line with Government, legislative and organisational requirements

· Apply project management methodology to ensure implementation meets business requirements and business standards

· Oversee information technology changes where applicable

· Where applicable, supervise team members effectively and manage financial resources in accordance with Ministry and Public Finance Act guidelines.

	Work Programme
	· Contribute to other areas of the work programme as agreed with your manager in accordance with the needs of the Ministry, your professional areas of interest, and/or your personal development plan.

	Safe and Healthy


	· Understands and adhere to MSD health, safety and security (HSS) policies and procedures

· Implements HSS accountabilities at work to keep themselves, colleagues, clients and others safe and well.


Senior Policy Analyst Key Accountabilities:  

In addition to the accountabilities set out above, Senior Policy Analysts will also be expected to:

	Key Result Area
	Accountabilities

	Project Management
	· Lead substantial work items on a broad range of issues

· Coordinate input from team members and other contributors

	Relationship Management
	· Represent the Ministry externally at significant interagency meetings

· Take a leadership role in internal or external meetings as appropriate

· Articulate the Ministry’s position and strategy on issues (and related rationale) with accuracy and persuasion

	Policy Advice
	· Provide high quality advice on complex issues without the need for guidance from others

· Add value to the written communications of others

· Develop and present advice to senior management and Ministers

· Have a breadth of view of organisational issues and an understanding of the key imperatives of other agencies with which they work.

	Mentoring
	· Assist in the development and mentoring of analysts and graduate analysts


	
Technical/Professional Knowledge and Experience

· Comprehensive knowledge of one or more areas of social policy, e.g. income support, child and youth, family, employment

· Highly developed analytical skills and a demonstrated commitment to developing and maintaining specialist skills and knowledge in own area of expertise

· A good understanding of the policy development process, and of parliamentary processes and the workings of legislation.

· A good understanding of policy implementation and the issues likely to impact on it

· Ability to produce and recognise high quality policy work and provide peer support and coaching to colleagues 

· Project management skills

· Computer literate, with competence in the use of the Microsoft suite of products

· Familiarity with basic statistical analysis desirable
Attributes/Success Factors

· Conscientious 

· Committed to learning & extending self 

· Enjoys team work 

· Demonstrates honesty and integrity

· Makes a positive contribution

· Constructive

· Self-motivated

· Determined/resilient

· Pragmatic

· Adaptable

· Open-minded

· Forward thinking

· Reflective
Other Requirements

· Willing to travel to fulfil job requirements 
· Welcomes and values diversity, and contributes to an inclusive working environment       where differences are acknowledged and respected
· Recognises and understands the circumstances and issues facing Mäori in the communities the Ministry works with.
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