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Practice Coordinator 

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 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 Technology group organise themselves into Practices; groupings of people centred around a craft. Practices provide a focus on mastery of craft and upskilling knowledge, skills, tools, guidance, methodologies, standards and guardrails. 

The Practice Coordinator collaborates with Practice Managers and Practice Leaders within IST to support the recruitment, operations and ways of working for practices across the group. 

The Practice Coordinator engages with the leaders and people within a practice through the key stages of the employee lifecycle to support a positive experience for IST people. They take responsibility for the following key functions:

Support Practice Managers and Leaders who have accountability for practice, recruitment, development, and employee wellbeing.
Coordinate elements of the recruitment process for a practice in collaboration with the People Group and IST leaders, including advertising, short listing, candidate and interview panel management, coordination of offer and employment documentation. 
Manage the employee onboarding and offboarding process, working closely with leaders across IST.
Support Practice Managers, Practice Leads and IST leaders with practice related coordination and administration activities ensuring accurate, high-quality information is available for effective reporting and resource planning.
Support, administer and guide IST leaders around the following people systems, processes, practices, and policies: 
· People and financial systems
· Learning and development 
· Workforce planning and resourcing
· Health, safety and wellbeing 
Support Practice Managers and Practice Leads to ensure processes are followed and risks are identified, monitored and managed.
Support Practice with projects, planning and analysis as required.
Location
National Office, Wellington or Auckland
Reports to
Practice Manager

Key Responsibilities
MSD uses the current version of Skills Framework for the Information Age (SFIA) to describe the skills required for roles. Each skill description is made up of an overall definition of the skill and a description of the skill at each of up to seven levels.
The skill level descriptions provide a detailed definition of what it means to practice the skill at each level of competency. The skill level descriptions are aligned to the seven levels of responsibility that ensure consistency throughout the SFIA framework making it solid and robust across professional disciplines.
Required skills
Resourcing (RESC) Level 3
Acquiring, deploying and onboarding resources.
Supports managers and teams in resourcing and recruitment activities. 
Uses recommended tools for planning, scheduling and tracking resourcing activity. 
Provides guidance on resource management and recruitment software, procedures, processes, tools and techniques.
Employee Experience (EEXP) Level 4 
Enhancing employee engagement and ways of working, empowering employees and supporting their health and wellbeing.
Supports assigned co-workers in areas of uncertainty, such as, organisational contacts, communication channels, processes, job expectations and manager relations.
Learning and development management (ETMG) Level 4
Delivering management, advisory and administrative services to support the development of knowledge, skills and competencies.
Contributes to the development and maintenance of a catalogue of learning and development resources. 
Uses data to analyse and evaluate the effectiveness of learning/educational activities. 
Books and organises learning events. Updates and controls training records, including attainment of certificates and accreditations.
Business Administration (ADMN) Level 4
Managing and performing administrative services and tasks to enable individuals, teams and organisations to succeed in their objectives.
Assists the team/manager in ensuring they have the information needed to support ongoing team processes. 
Assists in planning for meetings. 
Sets up and provides detailed guidance on software, procedures, processes, tools and techniques for administration and workplace productivity. 
Liaises and organises across functions. 
Updates and maintains office policies and procedures.
Workforce Planning (WFPL) Level 4 
Estimating the demand for people and skills and planning the supply needed to meet that demand.
Gathers, maintains and analyses workforce capability data. 
Performs gap analysis to identify workforce strengths and shortfalls with reference to business strategy and specific future needs. 
Contributes to the development of workforce plans to meet current and future demand. 
Coordinates and schedules ongoing workforce planning activities. 
Assists in maintaining a skills and capability inventory.
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 4
Communicates fluently, orally and in writing, and can present complex information to both technical and non-technical audiences when engaging with colleagues, users/customers, suppliers and partners.
Selects appropriately from, and assesses the impact of change to applicable standards, methods, tools, applications and processes relevant to own specialism.
Demonstrates an awareness of risk and takes an analytical approach to work.
Maximises the capabilities of applications for their role and evaluates and supports the use of new technologies and digital tools.
Contributes specialist expertise to requirements definition in support of proposals.
Shares knowledge and experience in own specialism to help others.
Learning and professional development — maintains an awareness of developing practices and their application and takes responsibility for driving own development. Takes the initiative in identifying and negotiating their own and supporting team members' appropriate development opportunities. Contributes to the development of others.
Security, privacy and ethics — fully understands the importance and application to own work and the operation of the organisation. Engages or works with specialists as necessary.
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
· A relevant tertiary qualification and/or equivalent operational experience in a similar or related role.
· Good working knowledge and understanding of end-to-end recruitment processes, policies, practices and methodologies.  
· An understanding of the interpretation and use of a broad range of organisational policies, practices and processes and the ability to convey this to a variety of audiences.
· Strong coordination and administration skills and experience, ideally with experience in a large, complex or technology organisation. 
· Good stakeholder and engagement capability, with experience managing complex relationships.
· Good relational and situational awareness skills – ability to identify potential risks and issues, evaluate information and apply discretion to make quality judgements, decisions and appropriate responses.
· Excellent written and verbal communication skills and attention to detail in all aspects of the role.
Key Relationships 
Internal 
· Practice Managers
· Practice Leads  
· Delivery Leads   
· Platform Leads   
· Service Managers   
· Practice Coordinators across IST  
· People Group Operations
· Finance Group  
External
· Vendors
· Recruitment agencies and panel providers

Delegations 

Direct reports - No

Security clearance - No

Children’s worker - No

Travel – Limited ad hoc 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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