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Crown Processing Officer

Crown Revenue Finance
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 role of the Crown Processing Officer is to investigate, identify and receipt all Crown payments and prepare reconciliations with particular regard to maintaining the accuracy and integrity of the crown accounts and customer records.
A variety of other tasks including reconciling WEKA (FMIS) for returned payments, processing overseas payments, administer and manage Steps to Freedom Westpac debit cards. Required actions need to be completed in a time sensitive manner as we are a critical support to Frontline Service Delivery who are dealing with customers in real-time.
Location
Wellington
Reports to
Team Leader Crown Revenue and Reconciliation 
Key Responsibilities
Processing Management 
· Investigate, identify, process and receipt a large volume of Crown rejected receipts daily through S2P and RMS systems ensuring accurate allocation of payments.  
· Investigate, identify, process and action Unposted Credits (including COVID subsidy payments) daily through SWIFTT and also prepare Crown reconciliations.
· Operate a dedicated Helpdesk service through the Crown Revenue inbox for other Business units within the Ministry, offering technical advice/support for complex and time critical cases. 
· Maintain effective liaison with external stakeholders supplying and receiving information to ensure operational compatibility. 
· Manage and ensure a seamless execution of a range of critical payment functions, including departmental transfers, and overseas payments involving Centrelink and Netherlands.
· Initiate and process credit card payment files and refunds.
· Complete the end to end process involving the creation, preparation, uploading and appropriate endorsement of various payment files to Westpac Corporate Online.
· Adhere to Crown accounting service delivery plans, ensuring that all reporting deadlines are consistently met in a timely and accurate manner.
· Ability to undertake adhoc tasks as requested in a critical situation to support Service Delivery and Finance.
· Accurate documentation of actions taken withing MSD systems.


Reconciliations 
· Accurately reconcile and create external transactions through WEKA, focusing on unposted credits. 
· Reconcile youth refunds within the WEKA platform to ensure that financial transactions are accurately documented.
· Ensure that data in system is accurate and used appropriately.
· Provide a timely, accurate and appropriate reconciliation service at all times.
Processing Systems and Procedures
· Identify opportunities for improvement in processing procedures and systems. Recommend, document and implement improvements to optimise efficiency and accuracy.
· Act as a central point of contact for managers and staff within the Ministry aswell as external parties, offering expert guidance and advice on processing policies and procedures. Ensure compliance and consistency in processing practices across the organisation.
Receipt Management System Refunds
· Ensure that SWIFTT and TRACE refunds are processed according to Ministry standards and that the integrity of the client records are maintained.
· Manage the allocation and processing of Rejected Receipts through S2P or RMS systems, demonstrating meticulous attention to detail while maintaining accurate financial data.
Steps to Freedom 
· Manage and administer supply of Westpac Debit cards which includes providing an essential and efficient technical support to the Ministry, principally Service Delivery.
· Loading/unloading Steps to Freedom cards through Westpac Portal in real time constraints in support of Service Delivery business hours.
· Daily reconciliations of STF cards, providing a key aspect in assisting National Office Month end Finances.
· Provide expert advise and solutions to the multiple enquiries received daily.
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
· Strong financial literacy – a demonstrated ability to assess and interpret financial records to meet legislation and knowledge of accounting principles.
· Efficient understanding of accounting principles and best practice in a large and complex business entity (preferably the public sector).
· Proven experience in using a financial management system (FMIS). 
· Sound knowledge of relevant legislation, regulations, and policy with the ability to apply them effectively.
· Demonstrated ability to provide exceptional customer service, fostering positive relationships.
· Proficient in using IT and business applications along with finance systems (adapt to both new and legacy systems). 
· Numeracy and literacy at NCEA level 2 and proven entry level accounting experience. 
· Experience with high level data input and subsequent reconciliations
· Skilled in accurate data entry, computing and proficient with Excel.
· Analytical skills and ability to extract and analyse relevant information to produce quality results and/or accurate reporting. 
· Preferably have experience with the Ministry of Social Development computerised systems i.e. SWIFTT, TRACE, WEKA, WAM, S2P and SCMS.
· Excellent attention to detail.
· Technical proficiency in the multiple Westpac interfaces.
Attributes
· Relationship management skills – able to establish, build and maintain effective working relationships with internal and external stakeholders.
· Preferably high level banking knowledge, combining both practical procedures and sound understanding of the relevant legislation regarding access to external applications.
· Excellent interpersonal skills – the ability to relate to people at all levels, to adapt to meet the audience and build trust.
· Sound and robust decision making skills – able to analyse information from a variety of sources, make sound judgement based on fact.
· Exceptional organisational skills – able to plan, prioritise and work in a systematic way to meet competing demands while maintaining high quality.
· Committed to customer service – strong client focus, understands the needs and aims to exceed expectations, utilises effective problem-solving techniques.
· Excellent written and oral communication skills – able to communicate clearly, concisely, and effectively, adapting communication style to the needs of the audience.
· Outstanding attention to detail – ensures all aspects of a job are completed no matter how small; accurately checks processes and tasks, able to pick up errors or omissions, maintains audit trail.
· Flexible, adaptable, and pragmatic - ability to adapt to a busy and changing environment and take the initiative.
· Willingly shares knowledge and contributes to a supportive environment based on co-operation and commitment to achieve goals.
· Welcomes and values diversity and contributes to an inclusive working environment where differences are acknowledged and respected.
· Ability to adapt to a busy and changing multi-skilled team environment that deals with a wide range of different skills and processes.	
Key Relationships 
Internal 
· Crown Revenue Team leader and employees
· Finance National Office
· Service Delivery 
· Other MSD Business Units 
External
· Other government agencies 
· Westpac
· Other Banking Organisations
· Debt Recovery Agencies
· Employers and suppliers
· Transactional Services
· Overseas Government agencies
· Clients
Delegations 

Direct reports - No

Security clearance - No

Children’s worker - No

Travel - Requirement to work and travel across multiple sites
Driver’s Licence 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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