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Graduate Policy Analyst

Policy
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 purpose of the Policy Graduate Programme (the Programme) is to help new graduates develop experience and ability in providing high quality policy analysis, information, and advice on social development policies.
In their work, Graduate Policy Analysts are expected to form sound working relationships with colleagues and staff throughout the Ministry, as well as forming good networks and relationships with staff in other social sector agencies.
The Ministry of Social Development (the Ministry) is committed to providing development opportunities for staff. While in the Programme, Graduate Policy Analysts will move between the teams and units within the Policy Group to help them build a broad range of skills and experience. Coaching and support will be provided by Policy Managers, project leaders, and Principal Analysts that each Graduate Policy Analyst works with.
Location
National Office, Wellington
Reports to
Policy Manager
Key Responsibilities
Collaborative
People skilled in this area are team players, working collaboratively, sharing information appropriately and building supportive, trusting, and professional relationships with colleagues.
Graduates who are effective in this area are likely to:
· Build relationships with a range of stakeholders both across MSD and the wider government to support the delivery of objectives
· Act as a team player, investing time in contributing to a collective focus and team spirit
· Proactively seek input from a diverse range of people to deliver the work objectives
· Be willing to contribute resources to support higher priority work within their team
Personal responsibility and accountability
People skilled in this area recognise the scope of their own authority for decision making, take pride in their individual contribution, are willing to seek clarification when things are unclear and take responsibility when mistakes are made.

Graduates who are effective are likely to:
· Take ownership of their work and objectives, seeking out help where appropriate, but ultimately accepting responsibility for delivering objectives
· Show persistence when faced with challenges, taking consistent action to ensure that solutions are found
· Take responsibility for delivering expected outcomes on time and to standard, planning ahead to reassess workloads and priorities if situations change
· Recognises scope of own authority for decision making
· Be honest with themselves and others when a mistake has been made and are willing to learn and continue to improve.
Self-reflective/development focused
People skilled in this area have a strong focus on continuous learning for themselves, are open to learning and are willing to keep their knowledge and skill set current and evolving.
· Graduates who are effective are likely to:
· Identify and actively address individual capability requirements and gaps to deliver current and future work
· Seeks out expertise from others to enhance their learning
· Proactively manage and identify their own learning needs with their manager, plan and then carry out work-place learning opportunities
· Consider development needs in terms of both skills and behaviours
· Continually seek and act on feedback to evaluate and improve their own performance.
Living and breathing our values and behaviours
People skilled in this area demonstrate the behaviours we need to adopt as both Public Officials and representatives of the Ministry.
Graduates who are effective are likely to:
· Actively exhibit the Ministry’s values of:
· Manaaki (we care about the wellbeing and success of people)
· Mahi tahi (we work together, making a difference for communities)
· Whānau (we are inclusive and build a sense of belonging and place)
· Tika me te pono (we do the right thing with integrity)
· Demonstrate the core values of a Public Official of integrity, honesty, impartiality and objectivity
· Show professionalism in all that they do

· Understand the expectations of themselves and others.
Curiosity and enthusiasm
People who exhibit this demonstrate a passion for the work that we do as Public Officials, take initiative and seek out opportunities to create effective change.
Graduates who are effective are likely to:
· Take active steps to further their understanding of the social environment that we operate within to find ways to improve outcomes for the people we serve
· Actively encourage ideas from a wide range of sources and stakeholders and use these to inform own thinking
· Work with their managers to take initiative to suggest ideas for improvements, sharing this feedback with others in a constructive manner
· Champion new initiatives and encourage and support others to do the same
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
· Hold a degree or higher from a range of disciplines including, but not limited to, social science, arts, commerce, economics, and law.
· Have an interest in and develop knowledge of one or more areas of social policy, e.g. income support, child and youth, family, employment.
· Demonstrate a willingness to learn, develop and maintain specialist skills and knowledge.

· A good interest of the policy development process, and of parliamentary processes and the workings of legislation.
· An interest in policy implementation and the issues likely to impact on it.
· Ability to produce and recognise high quality work and provide peer support.
· Computer literate, with competence in the use of the Microsoft suite of products.
· Familiarity with basic statistical analysis desirable.

Attributes
Communicating Effectively
People who are skilled at this communicate in a straightforward, honest and engaging manner, using appropriate styles and methods to provide good advice.
Graduates who are effective are likely to:
· Produce work that is logically structured with clear, crisp, and plain language that achieves its intended purpose
· Communicates clearly, recognising the appropriate tone and behaviour to use with different audiences
· Presents written information in a clear and concise manner, according to the Ministry’s style.
Understand the Bigger Picture
People who demonstrate this have an in-depth knowledge and understanding of how their role fits with and supports the team’s and Ministry’s objectives, and the wider Government’s objectives.
· Graduates who are effective are likely to:
· Be alert to emerging issues and trends, which might impact or benefit own and team’s work
· Recognise how their work fits into the broader policy process
· Work with other colleagues from the policy branch and wider Ministry to identify linkages with other relevant areas of work
· Seek to understand how the services, activities and strategies in their area create value for the people we serve
· Actively seek out and share experience to develop understanding and knowledge of own work and of the team’s business areas.
Resilience
People who develop this are able to withstand adversity, make decisions and deliver under pressure and recover following testing experiences.
Graduates who are effective are likely to:
· Regularly monitor own and team’s work against milestones or targets and take action to keep work on track and maintain performance
· Communicate effectively with others to seek support and mobilize additional resources to help manage challenges
· Learn from past experiences and use those experiences to manage complexity and challenge
· Successfully manage, support and stretch self to deliver agreed goals and objectives.
Policy analysis and advice
People who are effective in this identify a broad range of credible information and sources, recognise patterns and trends in a wide range of evidence/data and draw key conclusions in order to provide robust advice and recommendations.
Graduates who are effective are likely to:
· Work with others to develop frameworks to address policy problems and can apply relevant tools (e.g. story-lining, intervention logic, policy costing, and financial analysis)
· Independently gather information and evidence, analyse it, and draw relevant conclusions
· Be aware of the political environment and the machinery of government to ensure quality advice.
Expected Learning Outcomes
It is expected that by the end of the Programme, you will:
· Gain opportunities to create or contribute to a range of policy products (e.g. aide memoire, memorandums, reports, Cabinet papers)
· Lead and contribute to analysis of policy issues through research and/or analysis
· Have individual work programme planning and delivery skills
· Support cross-Policy group initiatives to improve how the Group operates
· Gain written communication skills in a variety of formats
· Be effective at collaboration and relationship building
· Develop key problem solving skills
· Gain knowledge of more than one policy area within the Ministry
· Gain an understanding of the policy process
· Develop an introductory understanding of the machinery of government
· Understand some of the key legislation that applies to our work, for example the Official Information Act.
Key Relationships 
Internal 
· Principal Analysts

· Policy Managers
· Directors
· General Managers
· Staff across Social Policy
· Staff and managers across the Ministry
External
· Policy staff from other government organisations
· Social policy academic communities
· Social sector agencies
· Iwi networks and Māori interest groups
· Local government and community groups
· Relevant international organisations
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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