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IN-CONFIDENCE


Senior Executive Assistant to the Director

Office of the Chief Executive
Our purpose
We help New Zealanders to be safe, strong, and independent.
Manaaki tangata, Manaaki whānau
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 (EA) will contribute to the overall leadership and performance of the Office of the Chief Executive (OCE) by providing high level professional executive support to the Director, Office of the Chief Executive and the OCE.
This position will provide a positive working environment in the OCE to ensure the CE’S responsibilities are carried out successfully and efficiently.
Location
National Office
Reports to
Director, Office of the Chief Executive
Key Responsibilities
Executive Support
· Build an excellent working relationship with the Director, OCE and exercises sound judgement in identifying issues of relevance, importance and necessity.
· Identify events, risks and issues to prioritise these for and on behalf of the Director, OCE.
· Ensure the Director, OCE is kept informed of matters in a timely manner.  Proactively manage the Director, OCE’s time and availability.
· Manage the day-to-day office systems including diary management, travel, meeting management co-ordination, correspondence, follow-ups and actions.
· Work with the CE Advisors to provide briefing and supporting papers to the Director, OCE for meetings and appointments.
· Possess integrity and loyalty, maintaining confidentiality and discretion.
· Continue to build knowledge about MSD and its policies, practices and procedures.
Administrative Support
· Responsible for undertaking administrative support tasks and projects as required, within the OCE.
· Manage the Director, OCE’s IT and phone requirements, organising updates as appropriate with MSD IT Executive Support.
· Manage and maintain the Director OCE’s budget, process invoices, monthly check lists, accrual management with financial analysts, KEA requisitions.
· Prepare the Director OCE’s leave requests.
· Arrange the Director OCE’s domestic and international travel.
Relationship Management
· Establish, build and maintain excellent networks internally and externally, including key stakeholders, the Ministers’ offices and other Government agencies.
· Demonstrate high level customer service to stakeholders.
· Accurately reflect the requirements of the Director OCE when communicating with relevant staff and stakeholders.
· Establish and maintain excellent relationships with senior managers across MSD.
· Establish and maintain excellent relationships with other Senior EAs, EAs and administration staff across MSD.  
· Attend the regular Senior EA Business meetings and work collaboratively with this group to share best practice approaches.
· Shares best practice approaches, manages absences and ensures quality administration systems are maintained within the OCE.
Teamwork
· Build and maintain knowledge and understanding of the business and principles of MSD.
· Keep up to date and aware of relevant issues and developments.
· Demonstrate high level of client focus.
· Demonstrate credibility, integrity and loyalty with colleagues, peers and clients alike.
· Is a role model for MSD, models the principles in action.
· Work collaboratively as part of an administrative support team within the OCE. 
· Actively pursues professional learning and development.
Information Management
· Maintain technical proficiency and knowledge regarding information technology and management systems.
· Provide and maintain a confidentiality for the Director, OCE.
· Ensure information management systems are maintained and up to date and reviewed as required.
· Manage information flow on behalf of the Director, OCE, understanding the context and significance so that these can be handled appropriately and confidentially.
· Develop and maintain systems which ensure the security of information and enable access to authorised personnel only.
· Keep relevant staff in the OCE up to date with MSD administrative matters.
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.
Know-how
· 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.
Attributes
Building Trust
· Is widely trusted, keeps confidences and acts with integrity at all times
· Is honorable, demonstrates advocacy, acknowledges deserving associates
· Take responsibility for actions
· Goes the extra mile to ensure organisational outcomes are met
Relationship Management
· Enable excellent relationships with key internal and external stakeholders
· Successfully influence others to achieve shared outcomes
· Has sophisticated and wide-ranging networks that can be utilised to achieve shared outcomes
· Proactively engage 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
· Maintain 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
· Demonstrate 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
· Anticipate potential problems and prepares excellent contingency plans
· Knows where resources are and begs, borrows or barters to meet expectations
· Save time for themselves and others due to the quality of their files and information systems
· Utilise organisation and clear planning to accomplish tasks including delegation, co-ordination and accountabilities
· Has good quality succession planning in place.
Communication
· Clearly and succinctly communicates information, tailoring the message to the intended audience
· Communicate complex and ambiguous information clearly and appropriately and ensures understanding
· Influence and gain buy-in from within the organisation and wider stakeholder groups to achieve the desired results
· Demonstrate excellent active listening skills
· Keep everyone on track in discussions so the conversations focus on the main ideas and objectives
· Demonstrate 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 MSD and how to work within the environment
· Operate smoothly across boundaries and understand 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.
Key Relationships 
Internal 
· Office of the Chief Executive including Director and CE Advisors
· Deputy Chief Executives and their offices
· Other Senior Executive Assistants
· Other senior managers
· Other Executive Assistants and administrative staff
· People and Capability teams
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 Executives’ offices.
Delegations 

Direct reports – No

Security clearance – Yes

Children’s worker – No

Travel – Limited adhoc travel may be required.

HR Delegation Level – No

Financial Delegation level – No
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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