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	Private Secretary 
Ministerial and Executive Services  

	Our purpose 
Manaaki tangata, Manaaki whanau
We help New Zealanders to be safe, strong and independent

	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.

	Our strategic direction

	Mana manaaki
A positive experience 
every time
	Kotahitanga
Partnering for greater impact
	Kia takatū tātou
Supporting long-term social and economic development
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	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

	Working in the Public Service
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. 
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.




	

	The outcomes we want to achieve

	New Zealanders get the support they require
	New Zealanders are resilient and live in inclusive and supportive communities
	New Zealanders participate positively in society and reach their potential

	We carry out a broad range of responsibilities and functions including

	Employment, income support and superannuation
Community partnerships, programmes 
and campaigns
Advocacy for seniors, disabled people 
and youth
	Public housing assistance and emergency housing 
Resolving claims of abuse and neglect in 
state care
Student allowances and loans

	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 Private Secretary is responsible for: 
· providing an exemplary executive support service to the Minister including the provision of advice on social policy and associated portfolio matters
· facilitating and managing contact and discussion between the Minister and the Ministry of Social Development (MSD) and other associated Ministers’ and agencies as appropriate.

The Private Secretary reports to the Senior Private Secretary for day to day management and to the General Manager Ministerial and Executive Services for line management.
Location
National Office
Reports to
Senior Private Secretary 

Key responsibilities
Provide advice to the Minister on social policy and associated portfolio policies 
· Provide policy advice to the Minister which is sound, high quality, impartial and timely
· Ensure the Minister is kept fully briefed and that they receive prompt advice of issues within the portfolio
· Ensure, where appropriate, that other Ministers, their staff and officials are aware of the Minister's views
· Read, check and quality assess policy advice from departments/agencies and where appropriate summarise to help facilitate clarity and decision making
· Advise other Ministers, MPs and their staff on specific issues and government policy as required.
Act as a link between the Minister and MSD and other relevant departments/agencies on social policy and associated portfolio policies
· Act as the primary point of contact in the Minister's office for MSD and other relevant departments/agencies
· Liaise efficiently and effectively with the Chief Executive of MSD and chief executives of relevant departments/agencies so that chief executives and other officials are clearly and promptly informed of the Minister's instructions and views
· Promptly advise MSD and other relevant departments/agencies of the Minister's decision on information submitted for consideration or action, together with associated Ministerial feedback and ensure the Minister is aware of departments'/agencies' position on policy issues 
· Ensure that written and oral advice to the Minister from MSD and other relevant departments/agencies is conveyed promptly and appropriately
· Arrange for appropriate officials to attend meetings with the Minister, attend all appropriate meetings convened with officials, and ensure appropriate follow through of issues arising from meetings
· Provide promptly to departments all relevant Cabinet and Cabinet Committee decisions and other relevant material from Cabinet Office
· Ensure prompt handling of correspondence to MSD and other relevant departments/agencies to process Ministerial correspondence within set timeframes
· Provide accurate and correct advice to MSD and other relevant departments/agencies on Government processes
· Liaise effectively with MSD to ensure draft answers to parliamentary questions and Official Information Act requests are provided within the set timeframes and that they meet agreed standards and specifications.
Provide secretarial and administrative support
· Manage and process the reports submitted to the Minister by MSD and other relevant departments/agencies 
· Manage the development and submission of portfolio related Cabinet and Cabinet Committee papers
· Manage portfolio related correspondence, acknowledge letters to the Minister, process and check replies drafted by departments/agencies
· Manage written parliamentary questions, which includes processing and checking replies drafted by departments/agencies, assist with the preparation of replies to oral parliamentary questions as required
· Manage Official Information Act requests and reviews by the Office of the Ombudsmen, which includes acknowledging requests, assessing responses for accuracy, liaising with Advisors/Press Secretary over issues of risk
· Arrange and request appropriate written briefing material for the Minister’s meetings and visits 
· Arrange and request relevant draft speech notes
· Provide timely information and advice in response to enquiries from MPs, electorate offices, Minister's constituents and members of the public.
Issues and Risk Management
· Have a good understanding of the issues being considered by the Minister and be able to explain the Minister's thinking and approach to departments/agencies and sector interest groups, as and when required
· Identify, anticipate and monitor the development of emerging issues, manage issues as they arise and facilitate the resolution of issues as they are brought to the attention of the Minister
· Provide high quality, balanced analysis and advice on a range of specialist issues and/or on issues of considerable complexity within specified timeframes
· Identify, evaluate and manage opportunities and risks
· Provide expert advice on risk management  and managing issues through a process
· Liaise regularly with the MSD.
Advice to MSD Senior Management
· Provide high quality and/or confidential advice to the Chief Executive and senior MSD staff.
Relationship Management
· Ensure communication between the Minister's office and MSD and other relevant departments/agencies are facilitated and highly effective for all parties
· Assist in fostering/facilitating the relationship between the CE and the Minister and Officials and the Minister’s staff
· Establish a good working relationship with the staff in other Ministerial offices and the Cabinet Office
· Establish and/or maintain a significant network of relationships within the Ministry, other government agencies and key stakeholder organisations.


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
Concern for Effectiveness and Results
· Plans and achieves results without reminders and takes effective contingency measures where possible;  demonstrates a high level of persistence;  takes full personal responsibility for making things happen within own area of control, or where parameters are clearly defined;  manages conflicting priorities
Relationship Management
· Demonstrates a wide range of personal and communication skills so that excellent relationships are established and maintained
Self-Management
· Regularly self-assesses personal behaviours and performance; recognises when lapses occur and takes steps to remedy;  demonstrates personal ethics in keeping with organisational values;  uses a variety of methods for self-development (e.g., professional reading, seminars, etc.)
Teamwork
· Active participation in, and facilitation of, team effectiveness; taking actions that demonstrate consideration for the feelings and needs of others; being aware of the effect of one’s behaviours on others.
· Displays a good awareness of the different roles played by group/office members, and uses this for the benefit of the team; considers the needs of other team members when sharing time, knowledge and other resources;  provides help and advice to others in a team.
Oral Communication
· Expressing ideas effectively in individual and group situations (including nonverbal communication) adjusting language or terminology to the characteristics and needs of the recipient.



Problem Identification and Solution
· Evaluating situations and identifying existing problems or opportunities, or identifying potential problems or opportunities.  Using the information obtained, understanding the pros and cons of each alternative and choosing the most appropriate alternative.
Initiative
· Asserting one’s influence over events to achieve goals; self-starting rather than accepting passively; taking action to achieve goals beyond what is required; being proactive.
· Takes full personal responsibility for making things happen in areas of responsibility.  Explores beyond present and existing work boundaries in search of appropriate opportunities; develops innovative ways of improving performance and service.
Flexibility
· Demonstrates a range of operating styles required by the job and an ability to handle different situations in different ways; demonstrates a willingness and an ability to try new ways of working even when not convinced about the reasons for change.
Loyalty, Trust and Discretion
· Demonstrates the ability to gain the confidence and respect of others through total discretion, reliability and honesty.
Judgment
· Able to make sound and balanced choices between possible options and take or recommend a course of action based on information available.

Attributes
· In-depth knowledge of New Zealand government machinery and processes (including Parliamentary and Cabinet structures and decision making processes)
· Understanding of the structure of relevant social services statutes, rules and regulations
· Understanding of the policy formulation process
· Experience in interpreting government legislation
· Proven ability in designing and providing appropriate responses to Parliamentary, Select Committee and Cabinet Committee questions
· Knowledge and experience of Official Information and Ombudsmen legislation and processes 
· Experience in liaising with control agencies, offices of Parliament and the Prime Minister’s Office

Key Relationships 
The Private Secretary will need to establish and maintain effective working relationships with a broad range of internal and external stakeholders.

Key internal stakeholders include:
· the Minister and Minister's office staff, in particular the Senior Private Secretary; Political Advisor, Senior Advisor, Press Secretary, and other Private Secretaries
· Chief Executive and officials from MSD, particularly the Chief Executive Advisors, Ministry Deputy Chief Executives and their senior staff, and the Ministerial and Executive Services team which has responsibility for providing high quality support to the Minister
· MPs and their Parliamentary and electorate office staff
· Cabinet Office and Parliamentary staff including Office of the Clerk.
Other 
Delegations
Financial – No
Human Resources – No  

Direct reports – No 
Children’s worker – No 
Security clearance – Yes 
To fulfil the requirement of this position a security clearance to the following level is required: CONFIDENTIAL   

Limited adhoc travel may be required
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