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Recruitment Partner

People Group
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 Recruitment Partner is an experienced recruitment professional providing informed and value-added recruitment advice and direction to managers to attract, select and recruit excellent people who are capable of raising the future performance of MSD. They partner closely with hiring managers and stakeholders to plan and influence recruitment activity such as talent sourcing, strategic recruitment and pipeline development, with a strong client focus, coaching managers to increase their recruitment capability in line with MSD’s recruitment policies and guidelines.
The Recruitment Partner guides fair and transparent recruitment practice and mitigates risk for the business whilst contributing to the development and implementation of organisation-wide recruitment initiatives and strategies. They gain credibility and respect with managers and stakeholders to deliver great outcomes and ensure the candidate experience is a quality one.
The Recruitment Partner utilises their recruitment expertise to support the development of the wider Recruitment team and Assistant HR Advisors working in the recruitment space
Location
National Office
Reports to
Manager Recruitment
Key Responsibilities
Recruitment Service Delivery
· Develop specific recruitment plans including timeframes, selection criteria, selection tools, methodology and advertising strategy with stakeholder managers/groups
· Utilise the Ministry’s e-recruitment technology to effectively manage and store recruitment information and provide recruitment metrics
· Promote the use of the Ministry’s e-recruitment technology to ensure maximum utilisation across all business groups
· Promote best practice recruitment to ensure compliance/safety of all stakeholders
· Build and maintain brand integrity throughout all contact phases with candidates and external stakeholders
· Proactively manage recruitment to deliver cost effective recruitment outcomes that ensures quality candidates are sourced and appointed
· Provide operational recruitment support where appropriate, which may include employment advertising, shortlisting, interview panel participation, candidate communication, reference checks and recruitment documentation
· Lead the delivery of recruitment and selection coaching/training
· Provide staff impacted by change processes with recruitment coaching
· Work with managers to develop high performance profiles for key positions and building talent pools
· Ensure recruitment processes and practices comply with all relevant employment legislation
· Ensure confidentiality and privacy of information is maintained
Relationship Management
· Build and maintain excellent collaborative working relationships with managers - influencing behaviours through the provision of solutions and robust advice
· Build and maintain excellent working relationships and open communication lines with HR management teams and team members, ensuring effective sharing and flow of information
· Build and maintain strong working relationships with external parties such as tertiary institutions, agency recruiters, advertising agencies
· Manage candidate relationships effectively, ensuring that communications are timely, easily understood and meet the needs of the audience
· Ensure that key stakeholders are proactively involved and kept up to date with key recruitment initiatives
Project Work and Continuous Improvement
· Lead, define, plan and take responsibility for specific recruitment projects
· Deliver recruitment advice and support to wider business projects
· Identify innovative process improvement opportunities and work with stakeholders to implement changes
· Maintain an up-to-date level of knowledge of employment related legislation and recruitment best practice, principles and methodology
Recruitment Strategy and Policy
· Actively promote, support and seek feedback on recruitment strategies, initiatives and programmes to help inform the formulation processes
· Lead the rollout of recruitment policies and procedures and contribute to the development of processes facilitating how they are published and communicated to managers and staff
· Support the development and on-going review of MSD’s recruitment policies and processes in response to the changing environment and contribute ideas for improving recruitment processes and systems
· Contribute to discussion and debate on strategic recruitment issues for MSD.

Team and Individual Performance
· Take a cooperative approach within and across the HR Group, sharing knowledge and skills
· Contribute to the success of the Recruitment Team through active and positive participation in all recruitment activities.
· Manage own work programme working closely with the wider Recruitment and HR teams to ensure Ministry wide consistency
· Support the HR Shared Services operating model. Promote self-service (Doogle, myHR, HR Kiosk) through all channels as a source of valuable information
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 and broad experience in recruitment and managing complex recruitment requirements with the ability to influence at all levels
· Excellent understanding of the NZ recruitment market
· Extensive experience providing best practice recruitment advice and coaching to senior staff
· A comprehensive understanding of best practice recruitment processes and policies and methodologies, and experience implementing effective recruitment policies
· Demonstrated ability to manage projects effectively and deliver positive outcomes
· Experience and knowledge of Employee Relations related legislation, particularly where it relates to Recruitment
· Excellent interpersonal skills, capable of establishing and building effective working relationships with people of all cultures and employees at all levels, including the capacity to work with and coordinate team effort to achieve outcomes
· Excellent communication skills, with the ability to translate complex information, data and ideas into a language that can be understood by a wide range of people
· Advanced computer skills, ability to use IT applications including Word to prepare correspondence and reports; Excel to prepare reports, tables and charts; and Powerpoint to prepare effective presentations. Proficiency in accessing information stored in large data systems, and the aptitude to learn new systems
· Highly developed organisational and planning skills with the ability to prioritise work effectively and manage competing priorities and deadlines
· Experience working in a change environment with the ability to adapt easily and quickly to change and anticipates and is responsive to varying business demands
· Welcomes and values diversity, and contributes to an inclusive working environment where differences are acknowledged and respected
Attributes
· Collaborative - Builds and maintains excellent collaborative working relationships with managers, HR teams, and external parties. Takes a cooperative approach within and across the HR Group.
· Influential - Experienced in providing recruitment advice and coaching to senior staff. Influences behaviours through solutions and robust advice.
· Client-focused - Strong client focus, partnering closely with hiring managers and stakeholders to deliver great outcomes. Ensures candidate experience is a quality one.
· Strategic thinker - Contributes to discussion and debate on strategic recruitment issues. Supports development and review of recruitment policies in response to changing environment.
· Proactive - Proactively manages recruitment to deliver cost-effective outcomes. Identifies innovative process improvement opportunities.
· Effective communicator - Excellent communication skills, able to translate complex information into easily understood language for a wide range of people. Ensures candidate communications are timely and meet audience needs.
· Organized - Highly developed organizational and planning skills, able to prioritize effectively and manage competing priorities and deadlines.
· Adaptable - Experience working in a change environment with ability to adapt easily and quickly to change. Anticipates and responds to varying business demands.
· Values diversity - Welcomes and values diversity, and contributes to an inclusive working environment where differences are acknowledged and respected.
· Expertise sharer - Utilizes recruitment expertise to support development of wider Recruitment team and Assistant HR Advisors.
Key Relationships 
Internal 
· Group General Manager People
· People Leadership Teams
· Manager Recruitment
· Director HR Operations
· HR Directors, HR Business Partners and HR Team Members
· Recruitment Team
· MSD managers and staff 
External
· Candidates
· External suppliers e.g. advertising, e-recruitment suppliers
· Recruitment and search companies
· PSC and other departments in the Public Service
· Tertiary education providers
· Professional networks
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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