

[image: image1.png]MINISTRY OF SOCIAL DEVELOPMENT
Te Manatu Whakahiato Ora





POSITION DESCRIPTION
Position:


Advisor Office for Disability Issues (New Zealand Sign Language Secretariat)
Location:
National Office
Business Unit:
Office for Disability Issues
Group:
Social Policy and Knowledge Group
Reporting to:
Director, Office for Disability Issues
Issue Date:
November 2018
Delegated Authority:
Nil
Staff Responsibility:
Nil
Children’s Worker:
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

Position Description Approved By:

	____________________________________________________                   
Deputy Chief Executive, Social Policy and Knowledge
Date: ……/……/……


	Policy Group 

The Policy Group brings together the Ministry’s policy functions into one place and is an integrated, professional and thought-leading provider of advice to the Government. 

The Group provides social sector policy advice concerning, children and families, young people, working age people and older people. Our advice in these areas has a focus on:

         the care and protection of children and young people

         the successful transition of young people to adulthood

         initiatives to support families

         initiatives to support the social infrastructure of communities 

         social assistance and employment matters 

         welfare reform

         retirement income, employment and positive ageing for older New Zealanders.
The Group also:

·  undertakes policy work on the most significant social issues of a cross sectoral or long term nature 

· provides second opinion advice to Government on the implications of policies in other social areas

· undertakes research, evaluation and data analysis to help provide a deeper understanding of the social sector.

Office for Disability Issues 
About the Team

The Office for Disability Issues is the focal point within government for the development and implementation of the New Zealand Disability Strategy (2016-26) and Disability Action Plan in order to give effect to the progressive realisation of disabled peoples’ rights and opportunities as described in the UN Convention on the Rights of Persons with Disabilities (UNCRPD)  The office sits within the Policy group which brings together the Ministry’s policy functions into one place and is an integrated, professional and thought provoking provider of advice to the Government.   
The Office for Disability Issues:

· co-ordinates the implementation of the New Zealand Disability Strategy (2016-26) and the implementation of the Disability Action Plan 

· facilitates and co-ordinates development of cross-government actions to implement the  UNCRPD, and monitors progress
· provides information and advice on issues affecting disabled people, based on sector engagement and deep knowledge of good practice, statistics and other evidence
· assesses, monitors and reports on the overall progress and wellbeing of people with disabilities in New Zealand

· provides advice and information to support the Minister for Disability Issues to advocate for the improvement of outcomes for disabled people  
· promotes and supports direct engagement between government agencies and disabled people
· provides secretariat support to the New Zealand Sign Language Board

· provides independent and second-opinion advice to government agencies in order to support the Minister's advocacy function.
Purpose of the Position:   

The Advisor position will work with the Senior Advisor and the New Zealand Sign Language Board to maintain and promote New Zealand Sign Language (NZSL) through the New Zealand Sign Language Strategy and associated actions.   The New Zealand Disability Strategy and the UN Convention on the Rights of Persons with Disabilities (UNCRPD) provides the context for the establishment of the New Zealand Sign Language Board.  The role involves working in close partnership with the Deaf community and community of NZSL users.  
The Advisor position will support the work of the Senior Advisor (New Zealand Sign Language) position which leads the Office for Disability Issues (ODI) support for the New Zealand Sign Language Board and its Strategy to promote and maintain New Zealand Sign Language.

The Advisor (New Zealand Sign Language) will support and work effectively with the Senior Advisor to promote the work of the NZSL Board.
To achieve this, the Advisor will:

· Be fluent in New Zealand Sign Language and in depth knowledge of the Deaf world

· Be organised and efficient with a knowledge of effective project management 

· Have an understanding of effective procurement and project/programme monitoring

· Provide effective support to the NZSL Board - including meeting organisation, report writing, minute talking, administrative support for the Board, support for implementing the NZSL Board Strategy.

· Promote the NZSL Strategy y across Government agencies 

· Liaise with the NZSL Board Chair and as required the Minister’s office 

· Monitor the use of and management of the NZSL fund application and allocation process

· Attend NZSL Board meetings. 



Working Relationships

External: 

· The Office of the Minister for Disability Issues
· The Deaf community and Deaf organisations
· Disability sector, including disabled people, disabled people’s organisations, families and family groups, and disability service providers 
· Other government agencies identified as key actors in implementing and supporting the NZSL Strategy
· the Independent Monitoring Mechanism (the Human Rights Commission, the Office of the Ombudsman and Disabled Peoples’ Organisations coalition)
· Relevant researchers and academics

· Key international government and non-government agencies
· Agencies and organisations that collect statistics and other data 
Internal:

· Key managers and staff from the Social Policy and Knowledge Group, including members of the Health and Disability Policy team, Office for Senior Citizens, Knowledge and Insights. 
Managers and staff in Ministry corporate and service delivery groups and business units including the Principal Advisors for Health and Disability and Ministerial and Executive Services

Key Accountabilities:  
	Key Result Area
	Accountabilities

	Promote the NZSL Strategy Disability Strategy, the Disability Strategy and  Action Plan and the
UN Convention on the Rights of Persons with Disabilities 
	· This includes : 
· communicating on the New Zealand Sign Language Strategy and the  Disability Strategy and Action Plan and progress being made

· promoting the outcomes framework for identifying priorities for actions under the New Zealand Sign Language  Strategy and actions to progress the Strategy
· identifying gaps and actions for government agencies to address


	Stakeholder Engagement


	Disability and Deaf Sector Support
· Support the Director and Senior Advisor to maintain active relationships with disability people’s organisations, family groups, umbrella groups and forums, service providers, professional groups, NGOs and other key stakeholders engaged in supporting disabled people and their families

· Assist and support the Deaf community to have effective and appropriate input into government policy development and service provision decisions

· Provide information for the Deaf community and other disabled people and their families, and disability sector organisations, on government policy and practice that impacts on disabled people

Government (central and local)

· Support the Director and Senior Advisor to maintain active relationships with central and local government agencies and crown entities engaged in supporting disabled people and their families 

	Advice & Support


	· Provide quality advice to the NZSL Board, Senior Advisor and the Director, MSD, other government agencies and research organisations based on sound knowledge of international and national best practice, research, and issues identified by the Deaf  community 
· As required, assist in providing second opinion advice on draft legislation and policy development led by MSD and other government agencies that impacts on  Deaf people and other disabled people
· Provide written briefings to the Minister on issues of interest that may impact Deaf people, their families, Deaf organisations and NZSL users. 

	Project Delivery & Coordination
	· Provide “hands on” coordination and support for designated project work streams and/or participate as a project team member where required.

· Assist with the monitoring of progress against work programme deliverables; proactively anticipate and manage risks; and provide timely feedback to  the Senior Advisor and the Director

· Assist project leads and managers to plan and monitor project activities so they are completed on time

· Understand and use key project management standards, guidelines, processes, roles and responsibilities (e.g. risk management, planning, progress tracking, documentation and controls).

	Ministerial Servicing


	· Provide input to the preparation and timely delivery of high quality speech notes, Ministerial responses to correspondence, answers to Parliamentary Questions, Official Information requests, Ombudsman correspondence, select committee questions and correspondence for the Chief Executive
· Take responsibility for providing advice within timelines for ministerial correspondence and the quality of advice.  

	Monitoring and Reporting


	· Support of reporting for the NZSL Strategy projects  and other NZSL projects 
· Assist in reporting on the overall progress and wellbeing of Deaf and people with disabilities 
· Keep the Senior Advisor and Director aware of opportunities and risks related to NZSL.

	Risk Management
	· Actively identify organisational risks, taking appropriate mitigation action to minimise their impact

· Keep the Director and Senior Advisor informed of any critical risk issues, and advise on strategies to mitigate them

	Work Management
	· Manage own workload to meet agreed deadlines
· Manage a variety of tasks concurrently, show flexibility, and the ability to re-prioritise work load.

· Maintain a high standard of personal integrity in all matters, as required by the Ministry’s Code of Conduct

· Contribute to other areas of the work programme as agreed with the Director and Senior Advisor in accordance with the needs of the Office and your personal development plan.


Advisor Key Accountabilities:  

In addition to the accountabilities set out above,  Advisors will also be expected to:

	Key Result Area
	Accountabilities

	Stakeholder Engagement
	· Represent the Office externally at significant meetings when required

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

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

	Advice & Support


	· Provide high quality advice on complex issues 
· Support the development of advice to senior management, the NZSL Board and Ministers

· Have a  sound understanding of the Deaf community and the community of NZSL users

	Project Management
	· Support  NZSL projects 
· Provide input  and support to other team members and work with  other contributors

	Mentoring
	· Provide specialist Deaf and NZSL knowledge for peer review and other quality assurance on the work of others.


	
Technical/Professional Knowledge and Experience

· Fluency in NZSL 

· An understanding/knowledge and/or interest in:

· Deaf organisation and the Deaf world

· issues impacting on the lives of disabled people and their families
· disability sector organisations, including disabled people’s organisations, Mäori, Pacific and ethnic organisations, and relevant international groups
· An ability to develop and maintain effective relationships in order to work across government and community sectors

· An ability to support stakeholder engagement and consultation processes

· Project management skills

· Effective literacy skills 
· Highly desired a tertiary qualification in a relevant discipline or equivalent operational experience
Attributes/Success Factors

· Ability to connect and establish effective relationships and rapport with all relevant stakeholders 

· Exercise sound judgement 

· Able to work effectively alone and in a team environment – able to manage own workload, prioritise and contribute towards team goals
· Innovative thinker 

· Flexible, adaptable and pragmatic

· Commitment to achievement - shows resourcefulness, self-sufficiency and persistence and adaptability
· Honesty and integrity

· Cross-sector and client focus.

A lived experience of disability is respected and welcomed alongside the listed knowledge, experience, attributes and success factors.  

Other Requirements

· Willing to travel to fulfil job requirements
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