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Position:
Senior Executive Assistant to DCE Service Delivery
Children’s Worker
No
Location:
National Office
Business Unit:
Deputy Chief Executive Office
Group:
Service Delivery
Reporting to:
Deputy Chief Executive Service Delivery
Issue Date:
November 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.
Position Description Approved By:

	_____________________________________________                   
Deputy Chief Executive, Service Delivery
Date: ……/……/……


Service Delivery
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.
Purpose of the Position:   

The Senior Executive Assistant will contribute to the overall leadership and performance of the business group by providing high level professional executive support and advice to the Deputy Chief Executive (DCE) and the senior management team.

The position will also provide a highly effective strategy focused environment in the Deputy Chief Executive’s Office to ensure the Deputy Chief Executive’s responsibilities are carried out successfully and efficiently.

Working Relationships

Internal:

· Office of the Deputy Chief Executive

· Office of the Chief Executive including DCE, CE Advisors, Office Manager

· Executive Manager Office of the Chief Executive
· Other Deputy Chief Executives and their offices

· Other Senior Executive Assistants

· Other senior managers

· Other Executive Assistants and administrative staff

External:

· Ministers’ offices (including Senior Private Secretaries)

· Department of Prime Minister and Cabinet

· State Services Commission

· The Treasury

· External central agencies, including Chief Executives offices

· Other government agencies

· External stakeholders including Private sector Chief Executive offices

Key Accountabilities: 
	Key Result Area
	Accountabilities

	Executive Support
	· Builds an excellent working relationship with the DCE and exercises sound judgement in identifying issues of relevance, importance and necessity.
· Identifies events, risks and issues to prioritise these for and on behalf of the DCE.
· Ensures the DCE is kept informed of matters in a timely manner.  This includes proactive risk management and alerting the DCE of emerging issues related to media, Ministers’ and their offices and MSD staff.
· Anticipates situations and issues as they arise and provides a solution focused service to the DCE.
· Proactively manages the DCE’s time and availability.
· Manages the day to day office systems including diary management, travel, meeting management co-ordination, correspondence, follow-ups and actions.
· Possesses integrity and loyalty, maintaining confidentiality and discretion.
· Continues to build knowledge about the Ministry and its policies, practices and procedures.

	Relationship Management
	· Establishes, builds and maintains excellent networks internally and externally, including key stakeholders, the Ministers’ offices and other government agencies.
· Demonstrates high level customer service to stakeholders.
· Accurately reflects the requirements of the DCE when communicating with relevant staff and stakeholders.
· Establishes and maintains excellent relationships with senior managers across the Ministry.
· Establishes and maintains excellent relationships with the Executive Manager Office of the Chief Executive and Executive Assistants to DCEs.  Attends the regular Senior EA Business meetings and works collaboratively with this group to share best practice approaches.
· Establishes and maintains excellent relationships with other Executive Assistant and administration staff with the DCE area.  Shares best practice approaches, manages absences and ensures quality administration systems are maintained within the group.


	Leadership and Teamwork
	· Provides leadership to other Executive Assistants with the business group and the wider Ministry

· Reflects the DCE’s vision and principles to the organisation and stakeholders

· Partners with the DCE to enable them to achieve their goals and priorities

· Builds and maintains knowledge and understanding of the business and principles of the Ministry

· Keeps up to date and aware of relevant issues and developments

· Demonstrates a high level of client focus

· Demonstrates credibility, integrity and loyalty with colleagues peers and clients alike

· Is a role model for the Ministry, models the principles in actions

· Encourages and motivates people to work together towards a common goal and achieve outcomes

· Actively pursues professional learning and development

	Office Management
	· Manages HR requirements for DCE direct reports and other relevant staff in conjunction with Human Resources.
· Maintains personnel files for the DCE direct reports.
· Manages and maintains the DCE budget, processes invoices, monthly check lists, accrual management with financial analysts, KEA requisitions.
· Manages office resources for the DCE office.
· Manages DCE office, implementing and changing systems as required.
· Coordinates all workflow activities within the DCE office.

	Information Management
	· Maintains technical proficiency and knowledge regarding information technology and management systems.
· Provides and maintains a confidential information service for the DCE.
· Ensures information management systems are maintained and up to date and review as required.
· Manages information flow on behalf of the DCE office, managing the context and significance so that these can be handled appropriately and confidentially.
· Develops and maintains systems which ensure the security of information and enable access to authorised personnel only.
· Keeps relevant staff in DCE business unit up to date with Ministry administrative matters.

	Project Management
	· Responsible for developing, implementing and monitoring specific projects as required, within the DCE’s office

	Safe and Healthy
	· Understands and adheres 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.


	Technical/Professional Knowledge and Experience

· Extensive experience in providing executive support including managing budgetary and human resource matters and systems

· Proven experience of managing complex relationships, both internally and externally

· Knowledge of New Zealand government policy processes and machinery an advantage

· Experience of leading a team to achieve quality outcomes

· Experience of prioritising in an often busy and complex environment and applying sound judgement when dealing with competing deadlines

· Possesses integrity and loyalty, maintaining confidentiality and discretion

· A high level of computer literacy to include Microsoft package

Competencies

· Building Trust

· Is widely trusted, keeps confidences and acts with integrity at all times

· Is honourable, demonstrates advocacy, acknowledges deserving associates

· Takes responsibility for actions

· Goes the extra mile to ensure organisational outcomes are met

· Operates with integrity and behaves in a consistent manner

· Relationship Management

· Enables excellent relationships with key internal and external stakeholders

· Successfully influences others to achieve shared outcomes

· Has sophisticated and wide ranging networks that can be utilised to achieve shared outcomes

· Proactively engages in meeting commitments and promises

· Comfortably works with diverse groups

· Adaptability

· Easily meets unforeseen demands and changing circumstances

· Relishes new challenges

· Is consistently able to manage ambiguity

· Maintains high levels of business continuity and effectiveness during organisational, ministerial or team changes and is able to quickly put in place plans of action around these events

· Decision Making

· Demonstrates sound judgement and remains objective and impartial.  Deals with issues in a professional, non-personal manner

· Takes overall organisational views into consideration when making decisions or analysing situations

· Takes a complete approach to problem resolution, incorporating and communicating improvements in processes along the way

· Is skilled at developing alternative solutions to issues

· Foresees potential problems and communicates appropriate contingencies and mitigation strategies
· Planning and Organising

· Regularly works on a broad range of tasks simultaneously

· Anticipates potential problems and prepares excellent contingency plans

· Knows where resources are and begs, borrows or barters to meet expectations

· Saves time for themselves and others due to the quality of their files and information systems

· Utilises organisation and clear planning to accomplish tasks including delegation, coordination and accountabilities

· Has good quality succession planning in place

· Communications

· Clearly and succinctly communicates information, tailoring the message to the intended audience

· Communicates complex and ambiguous information clearly and appropriately and ensures understanding

· Influences and gains buy-in from within the organisation and wider stakeholder groups to achieve the desired results

· Demonstrates excellent active listening skills

· Keeps everyone on track in discussions so the conversations focus on the main ideas and objectives

· Demonstrates empathy and sensitivity.  Provides an available point of contact for colleagues to share their point of view and is able to offer advice or direction

· Environmental/Organisational Awareness

· Has established extensive personal networks and is respected by people at all levels within the public sector

· Has a strong understanding of the political and cultural environment, of the ramifications for the Ministry and how to work within the environment

· Operations smoothly across boundaries and understands who to talk to.  Is able to use networks to make things happen when others cannot

· Truly grasps the organisational structure and how to move through formal and informal channels.  Knows the key players and sees the big picture.
Other Requirements

· Willing to travel to fulfil job requirements

· Holds current drivers licence and is prepared to drive the Ministry’s vehicles if required.




	Senior Executive Assistant to DCE Service Delivery
	7



