
















 

 

Manager – Planning, Systems & Services 
Office of Ethnic Communities, Policy, Regulation and Communities  
The manager is responsible for driving and owning cross-cutting strategies and systems that support the 
achievement of OEC’s goals, and achieve business excellence.  The manager leads a high performing team 
who develop and implement planning, systems, business processes, and process improvement.  The manager 
is responsible for support across all OEC teams; liaison with DIA corporate colleagues and providing oversight 
and direct delivery of some services.  

• Reporting to:  General Manager Office of Ethnic Communities 
• Location:   Wellington 
• Salary range:  Policy - Band J 

What we do matters – our purpose 
DIA’s purpose is to serve and connect people, communities and government to build a safe, prosperous and 
respected nation.  In other words, it’s all about helping to make New Zealand better for New Zealanders. 

OEC is an Office within DIA and contributes to DIA’s overall purpose.  OEC’s Vision is “Flourishing Ethnic 
Diversity; Thriving New Zealand”, and this sets the context for our own specific purpose, focus areas, and 
operating principles.  These things make up OEC’s operating model.   

How we do things around here – our principles 

 

We make it easy, we make it work  
• Customer centred 
• Make things even better 

We’re stronger together  
• Work as a team 
• Value each other 

We take pride in what we do  
• Make a positive difference 
• Strive for excellence 

Working effectively with Māori 
Te Aka Taiwhenua – our Māori Strategic Framework – enables us to work effectively with Māori. We accept 
our privileged role and responsibility of holding and protecting the Treaty of Waitangi / Te Tiriti o Waitangi. 
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Manager - Community Engagement 
Office of Ethnic Communities, Policy, Regulation and Communities  
The Manager role has a significant national profile and an important relationship with the Minister.  The 
Manager is responsible for developing and driving OEC’s community engagement strategy, reflecting the 
Operating Model intention that “community engagement is at the heart of OEC”.  The Manager leads a high 
performing team who engage with communities to understand needs and aspirations; to consult; and to 
provide grounded community perspectives to inform policy and services development.   

• Reporting to:  General Manager Office of Ethnic Communities 
• Location:   Auckland 
• Salary range:  Policy – Band K 

What we do matters – our purpose 
DIA’s purpose is to serve and connect people, communities and government to build a safe, prosperous and 
respected nation.  In other words, it’s all about helping to make New Zealand better for New Zealanders. 

OEC is an Office within DIA and contributes to DIA’s overall purpose.  OEC’s Vision is “Flourishing Ethnic 
Diversity; Thriving New Zealand”, and this sets the context for our own specific purpose, focus areas, and 
operating principles.  These things make up OEC’s operating model.   

How we do things around here – our principles 

 

We make it easy, we make it work  
• Customer centred 
• Make things even better 

We’re stronger together  
• Work as a team 
• Value each other 

We take pride in what we do  
• Make a positive difference 
• Strive for excellence 

Working effectively with Māori 
Te Aka Taiwhenua – our Māori Strategic Framework – enables us to work effectively with Māori. We accept 
our privileged role and responsibility of holding and protecting the Treaty of Waitangi / Te Tiriti o Waitangi. 
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Manager Applied Policy  
Office of Ethnic Communities 
The Manager Applied Policy is a key senior position which is part of the Office of Ethnic Communities (OEC) 
Leadership team who will work with colleagues to provide direction and visible leadership across the Office.  
The Manager Applied Policy will provide high quality advice aimed at ensuring Government policies and 
services take account of the needs and aspirations of ethnically diverse and inter-faith communities.  The 
Manager Applied Policy will also draw together data and community engagement information to develop 
and share insights which will inform and enable agencies to strengthen their focus on the inclusion and 
participation of ethnically diverse and inter-faith communities across New Zealand.  

The OEC environment is complex and dynamic.  The Manager Applied Policy will be flexible and responsive 
to changing priorities.  They will be operationally grounded and have an emphasis on providing pragmatic 
advice and guidance which recognises operational and community realities. This manager will establish an 
effective relationship with the Minister and will build strong working relationships with a wide range of 
senior government and community stakeholders.   

The Manager Applied Policy leads and develops a high performing team, to provide excellent advice and 
guidance to improve key outcomes for ethnic and inter faith communities. This includes developing and 
providing guidance on key aspects of Government policy and initiatives.  The Manager Applied Policy is also 
responsible for Ministerial servicing – drawing on expertise from across the Office. 

• Reporting to:  Executive Direc or  Office of Ethnic Communities 
• Location:  Wellington 
• Salary range:  Policy - Band K 

What we do matters – our purpose 
Our purpose is to serve and connect people, communities and government to build a safe, prosperous and 
respected nation.    

In other words  it’s all about helping to make New Zealand better for New Zealanders. 

How we do things around here – our principles 
We make it easy, we make it work  
• Customer centred 
• Make things even better 

We’re stronger together  
• Work as a team 
• Value each other 
We take pride in what we do  
• Make a positive difference 
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Project Manager – Ethnic Communities Graduate Programme 
Office of Ethnic Communities 
The Project Manager will lead the Ethnic Communities Graduate Programme across the public 
sector, with the Office of Ethnic Communities (within DIA) being the lead agency. This Programme 
will place talented graduates into the Public Service for an 18-month period, with the aim of 
breaking down barriers that exist for people from ethnic communities to enter and progress within 
the Public Service, and improving diversity and inclusion in the Public Service. The Project Manager 
will oversee the work of the Project Adviser who will also support the development and 
management of the Programme. 

• Reporting to: Manager – Applied Policy 
• Location: Wellington 
• Salary range: Corporate I 

What we do matters – our purpose 
Our purpose is to serve and connect people, communities and government to build a safe, 
prosperous and respected nation. 

In other words, it’s all about helping to make New Zealand better for New Zealanders. 

How we do things around here – our principles 

 

We make it easy, we make it work  
• Customer centred 
• Make things even better 

We’re stronger together  
• Work as a team 
• Value each other 

We take pride in what we do  
• Make a positive difference 
• Strive for excellence Rele
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Principal Advisor 
Office of Ethnic Communities 

Principal Advisor provides strategic advice, thought leadership, and leads complex/sensitive 
projects. The Principal Advisor will provide original thinking, anticipate future issues, challenge the 
status quo, and explore ideas and opportunities that may lead to new, more innovative and 
effective solution which will increase the impact of the Office of Ethnic Communities (OEC). 

The Principal Advisor works directly with the Executive Director OEC in a key trouble shooting role, 
providing insight and advice on a range of matters.  The Principal Advisor also establishes and 
maintains effective working relationships across OEC, the wider Department, the Minister’s Office 
and key stakeholders. 

The Principal Advisor is part of the OEC leadership team. 

• Reporting to: Executive Director, Office of Ethnic Communities 
• Location: Wellington 
• Salary range: Policy J 

What we do matters – our purpose 
Our purpose is to serve and connect people, communities and government to build a sage, 
prosperous and respected nation. 

In other words, it’s all about helping to make New Zealand better for New Zealanders. 

How we do things around here – our principles 

 

We make it easy, we make it work  
• Customer centred 
• Make things even better 

We’re stronger together  
• Work as a team 
• Value each other 

We take pride in what we do  
• Make a positive difference 
• Strive for excellence 
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Senior Advisor Business Operations & 
Support 
Office of Ethnic Communities 
The Senior Advisor Business Operations & Support provides leadership for the Office of Ethnic 
Communities service lines – with a focus on effective delivery and opportunit es for service 
improvement.  The Senior Advisor Business Operations & Support also leads work to ensure that 
OEC meets its reporting and accountability requirements and provides high quality advice and 
support to enable the effective and efficient running of the Office. 

OEC is an Office within the Department of Internal Affairs (DIA) and contributes to DIA’s overall 
purpose - to serve and connect people, communities and government to build a safe, prosperous 
and respected nation.  OEC’s vision is - New Zealand communities are welcoming and inclusive, 
diversity is valued, and all people participate in, and contribute fully to society.   

• Reporting to:  Manager – Planning, Systems & Services  
• Location:   Wellington  
• Salary range:  Delivery H 

What we do matters – our purpose 
Our purpose is to serve and connect people, communities and government to build a safe, 
prosperous and respected nation.  

In other words, it’s all about helping to make New Zealand better for New Zealanders. 

How we do things around here – our principles 

 

We make it easy, we make it work  
• Customer centred 
• Make things even better 
We’re stronger together  
• Work as a team 
• Value each other 
We take pride in what we do  
• Make a positive difference 
• Strive for excellence 
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Planning, reporting and monitoring 

• Contribute to the OEC strategic and business 
planning, reporting and monitoring by: 
○ Leading the development of the OEC Business 

Plan. 
○ Supporting budget development and financial 

reporting 
○ Leading collation of, and providing advice on, 

OEC’s contribution to DIA accountability 
documents and processes, including the Four-
Year Plan, Information Supporting the 
Estimates, Select Committee documentation, 
Quarterly Reports and Annual Report, in liaison 
with the DIA Strategy and Governance Branch. 

○ Collating, analysing and reporting OEC 
management information  

○ Providing advice and support to OEC managers 
○ Identifying potential issues and recommending 

mitigations to the Manager Planning, Systems & 
Services  

• Provide advice on the further development of 
performance measures, systems and data, in line 
with departmental frameworks. 

• Identify process and framework improvement 
opportunities and, after sign-off, drive 
implementation. 

• Contributing high quality advice 
assists OEC to meet its corporate 
responsibilities in a manner that 
also adds value to the operation 
of the Office. 

• Delegated activities are delivered 
in line with Departmental 
frameworks. 

• The Manager Planning, Systems 
& Services and OEC managers are 
well supported and advised. 

• Strong and effective working 
relationship with the DIA 
Strategy and Governance Branch. 
 

 
 

Branch risk and assurance 
Assist the Manager, Planning, Systems and Services 
with risk management and assurance by: 
• Supporting implementation and maintenance of 

DIA’s risk and assurance processes in line with the 
DIA framework  

• Maintaining OEC’s risk register and processes. 
• Advising on appropriate mitigation strategies. 
• Contributing to ongoing departmental reporting 

processes. 

• Delegated activities are delivered 
in line with Departmental 
frameworks. 

• The OEC managers are well 
supported and advised. 

• Strong and effective working 
relationship with the DIA 
Strategy and Governance Branch. 
 

OEC support and advice 

• Provide ongoing support and advice to OEC 
managers on a range of matters, including business 
continuity, health and safety, and general requests 
for information. 

• Develop, maintain and provide advice on OEC 
operating, capability and performance frameworks 

• Review OEC management information to inform 
reporting and business improvement 

• OEC managers and staff are well 
informed and advised 

• Strong and efficient working 
relationships with departmental 
shared service providers 

• The Manager, Planning, Systems 
and Services is well advised on 
issues arising 
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Senior Diversity & Engagement Advisor  
Office of Ethnic Communities, Community Engagement 
The Senior Diversity & Engagement Advisors are OEC’s diversity experts and on the ground 
community engagement specialists.  The Senior Advisors play a lead role in implementing OEC’s 
community engagement strategy and programme which underpin and support the operating 
model and all four focus areas.  Senior Advisors contribute community intelligence to OEC’s policy 
development and service delivery, and are an important conduit for engagement and consultation 
with communities on policy and services matters.   

• Reporting to:  Manager – Community Engagement 
• Location:   Northern / Central/ Southern 
• Salary range:  Delivery – Band H 

What we do matters – our purpose 
DIA’s purpose is to serve and connect people  communities and government to build a safe, 
prosperous and respected nation.  In other words, it’s all about helping to make New Zealand 
better for New Zealanders. 

OEC is an Office within DIA and contributes to DIA’s overall purpose.  OEC’s Vision is “Flourishing 
Ethnic Diversity; Thriving New Zealand”, and this sets the context for our own specific purpose, 
focus areas, and operating principles.  These things make up OEC’s operating model. 

How we do things around here – our principles 

 

We make it easy, we make it work  
• Customer centred 
• Make things even better 

We’re stronger together  
• Work as a team 
• Value each other 

We take pride in what we do  
• Make a positive difference 
• Strive for excellence 
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Senior Policy Analyst 
Office of Ethnic Communities  
The Office of Ethnic Communities is the principal advisor to the Government on ethnic diversity related 
matters.  We seek to support the needs and aspirations of ethnically diverse communities throughout 
Aotearoa New Zealand and, play a key role in ensuring views are represented in the development of policy 
and operational initiatives across the public sector.  

As a Senior Policy Analyst, you will lead on a range of complex and important policy developments and 
ministerial requirements across the Office of Ethnic Communities (OEC), the Department of Internal Affairs, 
Government Ministers and other key stakeholders.  
 

• Reporting to: Applied Policy Manager, OEC 
• Location: Wellington 
• Salary range: Policy - Band I 

What we do matters – our purpose 
DIA’s purpose is to serve and connect people, communities and government to build a safe, prosperous and 
respected nation.  In other words, it’s all about helping to make New Zealand better for New Zealanders. 

OEC is an Office within DIA and contributes to DIA’s overall purpose.  OEC’s Vision is “Flourishing Ethnic 
Diversity; Thriving New Zealand”, and this sets the context for our own specific purpose, focus areas, and 
operating principles.  These things make up OEC’s operating model.  

How we do things around here – our principles 

 

We make it easy, we make it work  
• Customer centred 
• Make things even better 

We’re stronger together  
• Work as a team 
• Value each other 

We take pride in what we do  
• Make a positive difference 
• Strive for excellence 
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Working effectively with Māori 
Te Aka Taiwhenua – our Māori Strategic Framework – enables us to work effectively with Māori. Te Aka 
Taiwhenua is underpinned by our mātāpono – Kotahitanga, Manaakitanga, Whānaungatanga, He Tāngata. 

As DIA is an agent of the Crown, Te Tiriti o Waitangi/The Treaty of Waitangi is important to everything we say 
or do. We recognise it as an enduring document central to New Zealand’s past, present and future. Building 
and maintaining meaningful relationships is important to work effectively with Māori, stakeholders and other 
agencies.  We accept our privileged role and responsibility of holding and protecting the Treaty of Waitangi / 
Te Tiriti o Waitangi.                             
 

Spirit of service 
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.  

 

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. 
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Senior Communications Advisor 
Communications Group, Organisational Capability and Services Branch 
The Senior Communications Advisor is responsible for developing a deep understanding and knowledge of the 
business and operations of the branch/portfolio, including its strategic plans and objectives, in order to 
provide communications advice and to develop and deliver communications plans and activities that support 
achievement of business objectives. 

• Reporting to: Communications Manager 
• Location: Wellington 
• Salary range: Corporate H 

What we do matters – our purpose 
Our purpose is to serve and connect people, communities and government to build a safe, prosperous and 
respected nation. 

In other words, it’s all about helping to make New Zealand better for New Zealanders. 

How we do things around here – our principles 

 

We make it easy, we make it work  
• Customer centred 
• Make things even better 

We’re stronger together  
• Work as a team 
• Value each other 

We take pride in what we do  
• Make a positive difference 
• Strive for excellence 

Working effectively with Māori 
Te Aka Taiwhenua – our Māori Strategic Framework – enables us to work effectively with Māori. We accept 
our privileged role and responsibility of holding and protecting the Treaty of Waitangi / Te Tiriti o Waitangi. 
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Planning & Reporting Advisor 
Office of Ethnic Communities, Policy, Regulation and Communities  
The Planning & Reporting Advisor has a key role being an OEC champion for excellence in business systems, 
processes, and process improvement, and instilling these disciplines as a norm across the Office.  The advisor 
also works across OEC and with DIA corporate colleagues to support all managers with meeting planning and 
reporting accountabilities, and manages the administrative interface with the Minister’s office 

• Reporting to:  Manager – Planning, Systems & Services  
• Location:   Wellington 
• Salary range:  Delivery – Band G  

What we do matters – our purpose 
DIA’s purpose is to serve and connect people, communities and government to build a safe, prosperous and 
respected nation.  In other words, it’s all about helping to make New Zealand better for New Zealanders. 

OEC is an Office within DIA and contributes to DIA s overall purpose.  OEC’s Vision is “Flourishing Ethnic 
Diversity; Thriving New Zealand”, and this sets the context for our own specific purpose, focus areas, and 
operating principles.  These things make up OEC’s operating model.   

How we do things around here – our principles 

 

We make it easy, we make it work  
• Customer centred 
• Make things even better 

We’re stronger together  
• Work as a team 
• Value each other 

We take pride in what we do  
• Make a positive difference 
• Strive for excellence 

Working effectively with Māori 
Te Aka Taiwhenua – our Māori Strategic Framework – enables us to work effectively with Māori. We accept 
our privileged role and responsibility of holding and protecting the Treaty of Waitangi / Te Tiriti o Waitangi. 
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Project Adviser – Ethnic Communities Graduate Programme, 
Office of Ethnic Communities 
The Project Adviser will support the development and implementation of the Ethnic Communities 
Graduate Programme across the public sector, with the Office of Ethnic Communities (within DIA) 
being the lead agency. This Programme will place talented graduates into the Public Service for an 
18-month period, with the aim of breaking down barriers that exist for people from ethnic 
communities to enter and progress within the Public Service and improving d versity and inclusion 
in the Public Service. The Project Adviser will work closely with the Project Manager to establish a 
successful Programme. 

• Reporting to: Manager Applied Policy 
• Location: Wellington 
• Salary range: Corporate G 

What we do matters – our purpose 
Our purpose is to serve and connect people, communities and government to build a safe, 
prosperous and respected nation. 

In other words, it’s all about helping to make New Zealand better for New Zealanders. 

How we do things around here – our principles 

 

We make it easy, we make it work  
• Customer centred 
• Make things even better 

We’re stronger together  
• Work as a team 
• Value each other 

We take pride in what we do  
• Make a positive difference 
• Strive for excellence Rele
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Services Advisor 
Office of Ethnic Communities, Policy, Regulation and Communities  
The Services Advisor provides advice on OEC’s services.  These currently include Language Line, the Ethnic 
Communities Development Fund, and Nominations Service, although the shape and mix of services is likely to 
shift over time.  The Advisor contributes to smooth delivery of current services, to service improvement 
initiatives and programmes, and provides support for other OEC initiatives and p iorities as required. 

• Reporting to:  Manager – Planning, Systems & Services 
• Location:   Wellington 
• Salary range:  Delivery – Band F 

What we do matters – our purpose 
DIA’s purpose is to serve and connect people, communities and government to build a safe, prosperous and 
respected nation.  In other words, it’s all about helping to make New Zealand better for New Zealanders. 

OEC is an Office within DIA and contributes to DIA s overall purpose.  OEC’s Vision is “Flourishing Ethnic 
Diversity; Thriving New Zealand”, and this sets the context for our own specific purpose, focus areas, and 
operating principles.  These things make up OEC’s operating model. 

How we do things around here – our principles 

 

We make it easy, we make it work  
• Customer centred 
• Make things even better 

We’re stronger together  
• Work as a team 
• Value each other 

We take pride in what we do  
• Make a positive difference 
• Strive for excellence 

Working effectively with Māori 
Te Aka Taiwhenua – our Māori Strategic Framework – enables us to work effectively with Māori. We accept 
our privileged role and responsibility of holding and protecting the Treaty of Waitangi / Te Tiriti o Waitangi. 
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Diversity & Engagement Advisor 
Office of Ethnic Communities, Community Engagement  
The Diversity & Engagement Advisors are diversity experts and on the ground community 
engagement specialists.  The Advisors implement OEC’s community engagement strategy and 
programme, which underpin and support the operating model and all four focus areas.  Advisors 
contribute community intelligence to OEC’s policy development and service delivery, and are an 
important conduit for engagement and consultation with communities on policy and services 
matters.   

• Reporting to:  Manager – Community Engagement 
• Location:   Northern / Central / Southern 
• Salary range:  Delivery  - Band G 

What we do matters – our purpose 
DIA’s purpose is to serve and connect people  communities and government to build a safe, 
prosperous and respected nation.  In other words, it’s all about helping to make New Zealand 
better for New Zealanders. 

OEC is an Office within DIA and contributes to DIA’s overall purpose.  OEC’s Vision is “Flourishing 
Ethnic Diversity; Thriving New Zealand”, and this sets the context for our own specific purpose, 
focus areas, and operating principles.  These things make up OEC’s operating model. 

How we do things around here – our principles 

 

We make it easy, we make it work  
• Customer centred 
• Make things even better 
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We’re stronger together  
• Work as a team 
• Value each other 

 

 

 

 

 

 

We take pride in what we do  
• Make a positive difference 
• Strive for excellence 

 

 

 

 

Working effectively with Māori 
Te Aka Taiwhenua – our Māori Strategic Framework – enables us to work effectively with Māori. 
We accept our privileged role and responsibility of holding and protecting the Treaty of Waitangi / 
Te Tiriti o Waitangi. 
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Policy Analyst 
Applied Policy, Office of Ethnic Communities  
The Office of Ethnic Communities is the principal advisor to the Government on ethnic diversity related 
matters.  We seek to support the needs and aspirations of ethnically diverse communities throughout 
Aotearoa New Zealand and, play a key role in ensuring views are represented in the development of policy 
and operational initiatives across the public sector.  

As a Policy Analyst, you will provide analytics, advice and information on policy and legislative developments 
to managers within the Office of Ethnic Communities (OEC), the Department of Internal Affairs, Government 
Ministers and other key stakeholders.  You will also lead the OEC’s response or, contribute, to a range of 
policy projects and ministerial requirements. 
 

• Reporting to: Applied Policy Manager 
• Location: Wellington 
• Salary range: Policy - Band G 

What we do matters – our purpose 
DIA’s purpose is to serve and connect people, communities and government to build a safe, prosperous and 
respected nation.  In other words, it’s all about helping to make New Zealand better for New Zealanders. 

OEC is an Office within DIA and contributes to DIA’s overall purpose.  OEC’s Vision is “Flourishing Ethnic 
Diversity; Thriving New Zealand”, and this sets the context for our own specific purpose, focus areas, and 
operating principles.  These things make up OEC’s operating model.  

How we do things around here – our principles 
We make it easy, we make it work  
• Customer centred 
• Make things even better 

We’re stronger together  
• Work as a team 
• Value each other 
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We take pride in what we do  
• Make a positive difference 
• Strive for excellence 

Working effectively with Māori 
Te Aka Taiwhenua – our Māori Strategic Framework – enables us to work effectively with Māori. Te Aka 
Taiwhenua is underpinned by our mātāpono – Kotahitanga, Manaakitanga, Whānaungatanga, He Tāngata. 

As DIA is an agent of the Crown, Te Tiriti o Waitangi/The Treaty of Waitangi is important to everything we say 
or do. We recognise it as an enduring document central to New Zealand’s past, present and future. Building 
and maintaining meaningful relationships is important to work effectively with Māori, stakeholders and other 
agencies.  We accept our privileged role and responsibility of holding and protecting the Treaty of Waitangi / 
Te Tiriti o Waitangi.                             
 

Spirit of service 
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.  

 

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.   
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Graduate Analyst  
Office of Ethnic Communities, Policy, Regulation and Communities  
The primary purpose of Graduate Analyst role is to research, develop, and produce high quality responses to a 
range of Ministerial correspondence, response and briefing requests.  This will require building knowledge and 
productive relationships across all aspects of OEC and with the Minister’s office.  Reflecting fluctuations in 
Ministerial servicing work flows, this role will also assistant policy analyst functions and will support more 
senior team members with analysis and advice.  

• Reporting to:  Manager – Policy & Research 
• Location:   Wellington  
• Salary range:  Policy - Band E  

What we do matters – our purpose 
DIA’s purpose is to serve and connect people, communities and government to build a safe, prosperous and 
respected nation.  In other words, it’s all about helping to make New Zealand better for New Zealanders. 

OEC is an Office within DIA and contributes to DIA’s overall purpose.  OEC’s Vision is “Flourishing Ethnic 
Diversity; Thriving New Zealand”, and this sets the context for our own specific purpose, focus areas, and 
operating principles.  These things make up OEC’s operating model.  

How we do things around here – our principles 

 

We make it easy, we make it work  
• Customer centred 
• Make things even better 

We’re stronger together  
• Work as a team 
• Value each other 

We take pride in what we do  
• Make a positive difference 
• Strive for excellence 

Working effectively with Māori 
Te Aka Taiwhenua – our Māori Strategic Framework – enables us to work effectively with Māori. We accept 
our privileged role and responsibility of holding and protecting the Treaty of Waitangi / Te Tiriti o Waitangi. 
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• Maintain both paper based and electronic 
filing systems 

Documentation  

• Provide word processing and document 
preparation support to the Executive Director  

• Prepare and format documents, 
presentations, spreadsheets, briefings and 
Ministerial correspondence to agreed 
standard as required 

• Ensure documentation is filed appropriately 
and in accordance with departmental 
standards in the department’s document 
management system  

• Documentation is prepared to agreed standards in 
an accurate and timely manner  

• All documents filed correctly and can be readily 
accessed when required  

• The Office looks to you for expert advice and 
support on the management of, and access to, 
OEC and DIA documents 

  

Financial Administration  

• Process all invoices for the Executive Director, 
by checking invoices, coding and arranging for 
appropriate signoff. 

• Reconcile P-Card 

• Forward invoices to Finance within agreed 
timeframes 

• Complete monthly accruals 

• Compile reimbursement claims for Executive 
Director 

• Payments are processed according to 
Departmental process, delegations and policy 

• Invoices are received by Finance within agreed 
timeframes and suppliers are paid on time 

• The Office looks to you to provide expert advice 
and support in financial administration 

Health and safety (for self)  

• Take responsibility for keeping self free from 
harm  

• Follow safe working procedures  

• Report incidents and hazards promptly and 
suggest remedies where appropriate  

• Know what to do in the event of an emergency  

• Co-operate in implementing rehabilitation 
plan  

• Health and safety guidelines are followed  
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• Is resilient and able to work effectively under 
pressure 

• An innovative approach and a commitment 
to improve systems and processes   

• Ability to prioritise workloads, negotiate 
deadlines in the face of competing demands, 
and to work independently  

• Detail and quality focused with the ability to 
anticipate risks and the consequences of 
decisions and commitments  

• Confidence in using the suite of Microsoft 
Office applications  

• Proficiency in working with financial 
management systems and information  

• IT acumen in the use of all forms of office 
technology  

Other requirements:  

• Business Administration Diploma (or similar) 
is desirable   

• Understanding of matters relating to 
diversity, inclusion and social cohesion 
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Office Coordinator 
Office of Ethnic Communities, Policy, Regulatory and Ethnic Communities  
The Office Coordinator has responsibility and oversight for all of OEC coordination, administration and 
support services.  They provide direct coordination, administration and support services  as well as provide 
advice to advisors and analysts on systems, processes and activities that support the smooth functioning of 
OEC.  The Office Coordinator also provides support for OEC managers and Director/GM. 

• Reporting to:  Manager – Planning, Systems & Services 
• Location:   Wellington 
• Salary range:  Business Support – Band E 

What we do matters – our purpose 
DIA’s purpose is to serve and connect people, communities and government to build a safe, prosperous and 
respected nation.  In other words, it’s all about helping to make New Zealand better for New Zealanders. 

OEC is an Office within DIA and contributes to DIA’s overall purpose.  OEC’s Vision is “Flourishing Ethnic 
Diversity; Thriving New Zealand”, and this sets the context for our own specific purpose, focus areas, and 
operating principles.  These things make up OEC’s operating model.  

How we do things around here – our principles 

 

We make it easy, we make it work  
• Customer centred 
• Make things even better 

We’re stronger together  
• Work as a team 
• Value each other 

We take pride in what we do  
• Make a positive difference 
• Strive for excellence 

Working effectively with Māori 
Te Aka Taiwhenua – our Māori Strategic Framework – enables us to work effectively with Māori. We accept 
our privileged role and responsibility of holding and protecting the Treaty of Waitangi / Te Tiriti o Waitangi. 
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Working effectively with Māori 
Te Aka Taiwhenua – our Māori Strategic Framework – enables us to work effectively with Māori. Te Aka 
Taiwhenua is underpinned by our mātāpono – Kotahitanga, Manaakitanga, Whānaungatanga, He Tāngata. 

As the Ministry is an agent of the Crown, Te Tiriti o Waitangi/The Treaty of Waitangi is important to 
everything we say or do. We recognise it as an enduring document central to New Zealand’s past, present and 
future. Building and maintaining meaningful relationships is important to work effectively with Māori, 
stakeholders and other agencies.  We accept our privileged role and responsibility of holding and protecting 
the Treaty of Waitangi / Te Tiriti o Waitangi. 
 

Spirit of service 
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.  

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 relat onships 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.   

How we work 
As a Ministry: 

• We want to be a catalyst for change – we will do this by getting the key issues for ethnic communities 
on the agenda of Government and the relevant agencies.  

• We want to harness and share knowledge – we will do this by providing accessible, evidence-based 
insights and knowledge that can help inform discourse on inclusion and diversity.  

• We want to work in partnership with others – we will do this by building relationships inside and 
outside government that bring the perspectives of ethnic communities into the policy development 
process. 

• We want to support communities to be more empowered - we will do this by facilitating and 
supporting development of community programmes that help to grow a more inclusive Aotearoa New 
Zealand. 
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