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Engagement Advisor

Transformation
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
MSD – services for the future
The MSD – services for the future (the Programme) is about MSD’s future role and how we can make a bigger and better difference for New Zealanders. The Programme will help us achieve the shifts we want to make and will position us to deliver the changes to the welfare system that the Government requires. Achieving our vision will be a multi-year journey for MSD. To ensure we are responsive and can adapt to the wide range of changes, we are adopting an iterative, agile approach to the design and delivery of the Programme. We are currently working on detailed design, where we’ll be involving clients, staff, and a broad range of stakeholders.
This is a once in a generation change to the way MSD delivers services to New Zealanders, it’s our opportunity to set up MSD for the next 30 years. The programme will be a major undertaking, delivering significant benefits to over a million New Zealanders who access MSD support and services. This is an unrivalled opportunity to be involved in MSD’s journey.
Overview of position
The Engagement Advisor supports the planning, management and delivery of the internal and external engagement programme for the MSD – services for the future programme.
Location
National Office
Reports to
Communications and Engagement Lead
Key Responsibilities
Engagement Support
· Support the design and management of the engagement programme, engagement processes, including the schedule and overall engagement project timelines and meeting minutes and actions.
· Support the engagement programme through organising weekly engagement planning and monitoring meetings including minutes and actions, and management of the engagement log.
· Support the programme’s internal engagement to deliver engagement sessions and events, including speakers, invitations and communication, event briefs, project plans, logistics, run sheets and technology requirements.
· Support the programme’s external engagement by working with relevant secretariats to agree agenda, coordinating hui with key stakeholder groups, confirming invitations, coordinating and getting approval for presentations or contents for discussion, preparing and collating
background material, securing suitable venues, filing documents and monitoring delivery of any actions.
· Lead the planning, delivery and post implementation review of the MSD – services for the future programme induction, including site visits.
· Support the development of and monitor project engagement plans.
· Keep up to date with new engagement technologies and provide advice to MSD on ways these could be used.
· Provide logistical support for engagement, including management of technology requirements.
· Manage post engagement surveys including reports summarizing survey feedback and recommendations.
· Work across the DCE Transformation’s office, Strategic Programmes office and other DCE offices where required to co-ordinate engagement activity and approval of presentations.
· Coordinate MSD’s regular reporting on engagement progress with governance groups and Ministers.
Stakeholder and relationship management
· Foster positive and co-operative working relationships with the programme leaders, engagement leads and other managers and business units.
· Maintain a client-focused approach and ensure all requests for information and services are managed and responded to in a timely way.
· Build strong and effective internal networks and relationships across the wider Ministry and with key external stakeholders.
· Support a consistent and coordinated approach to managing stakeholder relationships at all levels.
· Deliver stakeholder engagement planning in alignment with the communications strategy.
Risk management
· Support the development of key strategies to manage issues and risks as they arise, and anticipate new issues and risks, or change in status of risks, and plan for risk areas that cannot be avoided.
· Keep the Communications and Engagement Lead and team members informed of any issues and risks impacting on the engagement programme and advice on how these will be mitigated.
Team support
· Provide cover for others within the wider team when required.
· Identify and act on personal learning and development opportunities.


Additional Responsibilities
Embedding te ao Māori 
1. Understand the correct protocol for any engagement and ensure this is built into any programme.
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.
· Keep up to date with COVID/pandemic protocols and ensure any events are set up in accordance.
· Ensure you understand, follow, and implement all Health, Safety and Security and wellbeing polices 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 or equivalent operational experience.
· Experience delivering successful engagement strategies
· Understanding the needs of communities and ensuring everyone has a voice.
· Working with a wide range of stakeholders and developing strong stakeholder relationships.
· Working in environments where things can shift, move or change quickly.
· Strong judgement and intellectual flexibility.
· Excellent knowledge and experience in the public sector environment and the role, duties and expectations of public servants.
· Demonstrated awareness or knowledge of the government and political environment and understanding of the implications for the Ministry.
· Understand and be able to implement accessibility requirements for engagement, including NZSL translation services.
· Understand Māori protocol for engagement.
· Ability to use the Microsoft Office suite including Excel.

Attributes
· Strong partnership builder – able to work collaboratively with multiple stakeholders, often with different agendas/priority outcomes including key senior stakeholders.
· Excellent communication skills – oral and written.
· Strong interpersonal skills – able to build relationships and adapt to the needs of the audience/situation.
· Highly organised – able to navigate across teams and subject areas and to operate in complex environments while still delivering on time.
· Ability to use a range of technologies in an engagement environment.
· Strong client focus.
· Exercises sound judgement and political sensitivity and is flexible, adaptable and pragmatic.
· Ability to operate autonomously while gaining the co-operation of others.
· Welcomes and values diversity and contributes to an inclusive working environment where differences are acknowledged and respected.
· Take complex ideas/concepts and identify/turn these into practical actions obtaining engagement, commitment and buy in from relevant stakeholders.
· Continuously scan the environment, identify opportunities, risks and strengths, make recommendations and offer solutions based on continuous improvement.
· Excellent analytical and problem-solving skills – able to identify and define problems, provide resolutions, and make decisions through the exercise of sound and appropriate judgement, frequently in time pressured situations.
Key Relationships 
Internal 
· Communications and Engagement Lead
· Principal engagement advisors
· Wider communications, engagement and change team
· Workstream leads and engagement leads and their assistants
· Secretariats for advisory groups
· General Manager Strategic Programme’s Office
· Transformation Office
· Aurora Centre team
· Other MSD managers and staff
External
· External agencies and suppliers
· Other government agencies

Delegations 

Direct reports – No

Security clearance – No

Children’s worker – No

HR Delegation Level – No

Financial Delegation Level – No
· Prepared to work outside of normal work hours on occasion
· Recognises and understands the Ministry’s obligations under the principles of Te Tiriti o Waitangi, when considering the circumstances and issues facing Māori and others in the communities the Ministry works with.















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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