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IN-CONFIDENCE


Contract and License Specialist (IST) 

Improvement, Systems and Technology 
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 flax bush
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 Contract and License Specialist (IST) is responsible for collection, collation, analysis, reporting, configuration and process improvements for IST Contract and Licensing information. 
The Contract and License Specialist (IST) takes responsibility for the following key functions to maximise the value of software investment:
· Managing software renewals process – obtaining and interpreting quotes, liaising and working with technology suppliers and vendors 
· Working with internal business units including finance, legal, procurement and commercial teams to ensure contracts are renewed on time
· Maintaining and communicating any standards required for renewal of current contracts or establishment of new contracts in IST
· Developing and maintaining a pipeline of software contract renewal dates and proactively managing these with the appropriate parties within IST
· Providing visibility within IST when product versions are coming to end of life, requiring migration or upgrade. Facilitating and supporting the IST team with MSD procurement processes as required 
· Providing advice and expertise around vendor platform and software license models and structures
· Managing the Vendor portals to provide configuration and facilitating downloading of authorised software licenses, products and version upgrades
· Configuring of license monitoring tooling
· Developing and maintaining appropriate license reporting to ensure optimal usage and license compliance
· Facilitating software audit processes undertaken 
· Co-ordinating vendor contracts signoff processes
· Contributing ideas for improvement to systems and processes
Location
National Office, Wellington and Auckland. 
Reports to
Technology People Leader



Key Responsibilities
Required skills
Asset Management (ASMG) Level 3
Managing the full life cycle of assets from acquisition, operation, maintenance to disposal. 
· Applies tools, techniques and processes to create and maintain an accurate asset register.
· Produces reports and analysis to support asset management activities and aid decision-making.
Supplier Management (SUPP) Level 3
Aligning the organisation’s supplier performance objectives and activities with sourcing strategies and plans, balancing costs, efficiencies and service quality. 
· Acts as the routine contact point between the organisation and suppliers
· Supports resolution of supplier-related incidents, problems, or unsatisfactory performance.
· Collects and reports on supplier performance data.
Contract Management (ITCM) Level 3
Managing and controlling the operation of formal contracts for the supply of products and services. 
· Acts as the routine contact point between the organisation and suppliers concerning contract management
· Supports the collection of contract performance data. 
· Creates standard reports on contract performance
Sourcing (SORC) Level 2
Managing, or providing advice on, the procurement or commissioning of products and services.
· Assists in the preparation of pre-qualification questionnaires and tender invitations in response to business cases.
· Assembles relevant information for tenders.
· Assists in the evaluation of tenders.
Levels of responsibility
Autonomy – Level 4
· Works under general direction within a clear framework of accountability.
· Exercises substantial personal responsibility and autonomy.
· Uses substantial discretion in identifying and responding to complex issues and assignments as they relate to the deliverable / scope of work.

· Escalates when issues fall outside their framework of accountability.
· Plans, schedules and monitors work to meet given objectives and processes to time and quality targets.
Influence – Level 3
· Interacts with and influences colleagues.
· May oversee others or make decisions which impact routine work assigned to individuals or stages of projects.
· Has working level contact with customers, suppliers and partners.
· Understands and collaborates on the analysis of user / customer needs and represents this in their work.
· Contributes fully to the work of teams by appreciating how own role relates to other roles.
Complexity – Level 3
· Performs a range of work, sometimes complex and non-routine, in a variety of environments.
· Applies a methodical approach to routine and moderately complex issue definition and resolution.
· Applies and contributes to creative thinking or finds new ways to complete tasks.
Business skills – Level 3
· Demonstrates effective oral and written communication skills when engaging on issues with colleagues, users / customers, suppliers and partners.
· Understands and effectively applies appropriate methods, tools, applications and processes.
· Demonstrates judgement and a systematic approach to work.
· Effectively applies digital skills and explores these capabilities for their role.
· Learning and professional development - takes the initiative to develop own knowledge and skills by identifying and negotiating appropriate development opportunities.
· Security, privacy and ethics - demonstrates appropriate working practices and knowledge in non-routine work.
· Appreciates how own role and others support appropriate working practices.
Knowledge – Level 3
· Has sound generic, domain and specialist knowledge necessary to perform effectively in the organisation typically gained from recognised bodies of knowledge and organisational information. 
· Has an appreciation of the wider business context. 

· Demonstrates effective application and the ability to impart knowledge found in industry bodies of knowledge. 
· Absorbs new information and applies it effectively.
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
· Relevant business or technical qualification at tertiary level, or 1-2 years’ relevant operational experience in a related or similar role. 
· Experience working with software contracts, with the ability to understand contractual commitments in a large, complex organisation, and provide basic commercial advice to stakeholders.
· Understanding of technology contracts, purchasing processes, and financial systems.
· Systems configuration management experience.
· An understanding of a range of software licensing models including SaaS constructs. 
· Knowledge of Government purchasing/tender policy. 
· An understanding of the supplier management lifecycle and how this impacts reporting objectives around supplier performance, sourcing strategies and plans, balancing costs and service qualities. 
· Experience gathering data, providing analysis and high quality, accurate reporting.
· Previous experience managing financial and commercial information and providing scheduled reports.
· Strong communication skills with experience liaising with vendors and customers within a large, complex environment. 
· Proficient in Microsoft Office Suite – including Excel, Visio, PowerPoint, Teams, Outlook. 
Key Relationships 
Internal 
· IST Leadership team
· Technology Product Managers 
· Technology Product Owners
· Commercial and Procurement group
· Legal services group
· National accounting centre
External
· Third party contractors and suppliers
· External legal advisors 
Delegations 

Direct reports – No

Security clearance – No

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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