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IN-CONFIDENCE



Senior Contract Development Officer
Social Procurement, Enablement & Performance
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 Contract Development Officer provides contract development expertise to support the accurate development, review, and administration of social contracts and funding agreements. 
The Social Procurement, Enablement & Performance group operates as a shared service and centre of expertise for social procurement, commissioning and contract management, providing specialist advice, capability and support across the organisation.
The role applies detailed knowledge of contract development processes, funding arrangements and organisational requirements to ensure contractual documentation is compliant, accurate, and fit for purpose.
As a senior member of the team, the role acts as a technical resource for complex contract development matters, providing guidance, quality assurance support, and coaching to Contract Development Officers. The role contributes to workflow coordination, supports continuous improvement initiatives, and helps ensure a consistent, high-quality contract development service across the team
Location
National Office, Wellington 
Reports to
Manager, Contract Development
Responsibilities

Contract Development & Processing
· Draft social contracts, variations, extensions, and renewals in line with organisational templates and procedures, with a focus on more complex contracts
· Undertake funding calculations derived from the contract drafting instructions. 
· Interpret contract development instructions and supporting documentation to determine contractual requirements, identify gaps or inconsistencies, and ensure accurate representation within contract documentation.
· Ensure all drafted contracts are completed ready for peer review and authorisation prior to execution.
· Use and update standard templates, ensuring correct formatting and documentation is completed.
· Assist with contract renewals and terminations.
· Maintain contract registers and databases, ensuring all records are current and accessible.
Compliance & Quality Assurance
· Ensure contracts are developed in compliance with relevant legislation, policies, and organisational frameworks.
· Follow social contract development policies and procedures, and proactively identify improvements that would lead to better contract development.
· Lead quality checks on contract documentation to ensure accuracy and completeness.
· Act as a technical escalation point for complex contract development queries.
· Identify and escalate risks, discrepancies, or compliance issues.
· Produce work to the required quality in a timely manner.

Reporting & Documentation
· Support the generation of reports on contract status, performance, and key metrics.
· Respond to queries regarding contract status and documentation.
· Maintain contract records (electronic and/or physical) in accordance with record-keeping standards.
· Lead support for audits and information requests.
· Demonstrate care and judgement to ensure the maintenance of confidentiality, privacy and the handling of sensitive information.
Teamwork
· Contribute to team meetings and planning sessions and demonstrate a commitment to team decisions and achievement of team goals.
· Coach and develop the skills, experience, knowledge and contributions of other team members.
· Provide guidance and peer review support to Contract Development Officers to promote consistent interpretation of policies, procedures, and contract standards.
· Actively support effective working relationships across the team and manage/resolve conflict when necessary.
· Develop and maintain collaborative relationships with internal teams to facilitate effective contract processing.
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.

Skills
Education & Experience
· Strong experience in data entry of a medium to high level complexity.
· Experience in contract administration or funding agreement management within a complex operational environment.
· Experience interpreting contract instructions, funding arrangements, and business requirements and translating these into accurate contractual documentation.
· The ability to calculate funding information for the purposes of creating accurate contract documentation that sets out clear financial requirements in contracts
· Strong attention to detail and high accuracy in documentation
· Demonstrated ability to identify inconsistencies, risks, and documentation issues and apply sound judgement to resolve or escalate matters appropriately.
· Experience providing technical guidance and quality assurance support to colleagues, particularly within contract development.
· Excellent organisational and time-management skills to ensure work is completed to the required standard in the timeframes required, and to support team planning
· Ability to manage multiple tasks and meet deadlines
· Proficiency in Microsoft Office (Word, Excel, Outlook) and contract management systems
· Strong written and verbal communication skills
· Ability to maintain confidentiality and handle sensitive information
· Ability to coach and support team members in contract development activity.
· Proven ability to develop and maintain effective working relationships

Desirable
· Experience with electronic contract management systems (e.g., SAP, Oracle) would be an advantage.
Behavioural Competencies
Behavioural competencies describe the behaviours and ways of working expected at MSD. They complement role‑specific responsibilities and technical skills and set clear expectations for how work is done. The first four competencies apply to all roles at MSD and the remaining competencies are specific to this role.
Builds Rapport - Relates openly and comfortably with diverse groups of people. This includes grasping others' more obvious social cues and responds appropriately; shows tact and sensitivity in difficult interpersonal situations. Maintains productive relationships with a wide variety of people and from a range of backgrounds.
Values Differences - Recognises the value that different perspectives and cultures bring to MSD. This includes grasping the uniqueness of each individual and challenges others who use stereotypes. Seeks out opportunities to learn and put into practice ideas from others with different perspectives and backgrounds.
Collaborates - Builds partnerships and works collaboratively with others to meet shared objectives. This includes finding many ways to add value to the team; probes to draw out richer input from others; is a valued resource who goes out of the way to help others.
Instils Trust - Gains the confidence and trust of others through honesty, integrity, and authenticity. This includes consistently adheres to MSD’s policies and practices. Builds trust by honouring commitments and by being open and honest at work.
Communicates Effectively - Develops and delivers communications that convey a clear understanding of the unique needs of different audiences. This includes listening attentively and taking an interest. Keeps others well informed; conveys information clearly, concisely, and professionally when speaking or writing.
Action Oriented - Takes on new opportunities and tough challenges with a sense of urgency, high energy, and enthusiasm. This includes taking timely action on important or difficult issues. Identifies and pursues new opportunities that benefit MSD.
Optimises Work Processes - Knows the most effective and efficient processes to get things done, with a focus on continuous improvement. This includes following defined and communicated standards, methods, and procedures. Seeks advice and finds ways to work better within processes. Makes some reasonable suggestions to improve work methods.
Plans and Aligns - Plans and prioritises work to meet commitments aligned with MSD’s goals. This includes gaining a clear understanding of the main tasks needed to complete work in the right sequence. Identifies the support and resources needed to carry out plans; delivers on time at an acceptable quality level.
Delegations 
Direct reports - No
Security clearance - No
Children’s worker - No
Travel – Limited ad hoc travel may be required
Position Description Updated
· June 2026
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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