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Bowen State Building, Bowen Street, Wellington 6011, PO Box 1556, Wellington 6140 * Telephone: 0-4-916 3300 * Facsimile: 0-4-918 0099

-4 SEP 2012

Ms Jenny Graves
Fyi-request-475-88248895@requests.fyi.org.nz

Dear Ms Graves

Thank you for your email of 5 August 2012 requesting, under the Official Information Act
1982, the following:

information provided to employees that sets out role, operating framework, what
they can and cannot do, expectations when working in a Ministers’ offices in the
position as a Private Secretary (or like position). This may include — among
information — a guide, a manual.

Please provide a list of positions located in Ministers’ offices occupied by Ministry
employees. Please also provide the documents provided to the employees who
currently occupy these positions.

The Ministry of Social Development seconds private secretaries to Ministerial offices
when requested. The role of the private secretary can vary from office to office
depending on differing Ministerial needs. The Ministry’'s private secretary positions are
managed centrally within the Ministry and report to the Ministerial and Executive
Services team, with the roles overseen by the Private Secretary Management Group.

All new private secretaries meet with the General Manager of Ministerial and Executive
Services and/or the Manager of Executive Services to discuss the role, what is expected
of them as well as the support they can receive from the Ministry. They all receive a
letter of expectation which sets out the role and expectations of the Ministry, the Private
Secretary Management Group, and the Executive Services team in supporting the
private secretary, as well as the accountabilities, reporting lines and human resource
arrangements. | have attached a copy of this letter for your information.

A private secretary's everyday task instructions are directed by the Senior Private
Secretary and they are subject to the Code of Conduct set by Ministerial Services
(Department of internal Affairs).

Each new private secretary will receive different information and/or training from the
Ministry before and during their first few months in the role depending on their skills and
background, and the role they are undertaking as a private secretary. For example, an
individual may spend time working in a different part of the Ministry from their
substantive role for a short period prior to undertaking a private secretary role, or receive
on-on-one training on the legislative process.

They are also encouraged to use the information available to them on the Parliamentary
intranet and training offered by Ministerial Services, as this provides the practical day-to-
day information they require in the role.
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Private secretaries have at least a quarterly meeting with the General Manager,
Ministerial and Executive Services or Manager Executive Services to provide an
opportunity to discuss any areas of development, resolve issues, or identify
improvements.

Every two to three months, the Ministry's private secretaries all meet together for
development opportunities, to discuss concerns, or to identify ways of working better.

| can advise that the Ministry currently has ten staff seconded to Ministers’ offices, six in
the Minister for Social Development’s office (Hon Paula Bennett), two in the Associate
Social Development Minister and Minister for Disability Issues office (Hon Tariana Turia),
one in the Minister for Senior Citizen’s office (Hon Jo Goodhew) and one in the office of
the Associate Minister for Social Development (Hon Chester Borrows).

I hope you find this information helpful. You have the right to seek an investigation and
review of my response by the Ombudsman, whose address for contact purposes is:

The Ombudsman

Office of the Ombudsman
PO Box 10-152
WELLINGTON 6143

Yours sincerely

S&

David Shanks

F’F Deputy Chief Executive, Corporate and Governance

(

Page 2 of 2



13 August 2012

Name &
Private Secretary (Social Development)

Office of the Minister for Social Development

Parliament Buildings

WELLINGTON

Dear Name @ @

Appointment to role of Private Secretar @ Deve@n

Congratulations on your secondment t ew’ role Secretary — Social
Development. This is a challengi ewardin lg’> and provides unique

opportunities for career development.

. @ t the rol pectations of the Ministry, the
Sroup, an utive Services team in supporting

S youy \a tabilities, reporting lines and human

The purpose of this letter is
Private Secretaries Manage
you in your new position

resource arrangement@

Reporting Lines %

goretaky you will%> ur everyday task instructions from the Minister,
Ste rivate’S

ecretary, who is your day to day manager, or any

through the Min Senior P

other pe de gatedw Minister to exercise a similar role. While under
seco gu re 3 mployee of MSD, and for this purpose you will be
res 0 me and Manager, Executive Services. -
/S

@

also ei ant relationships with the Chief Executive and Leadership Team
Mini ogether with other senior managers.

a s%
Supp @A sistance

A le of Ministerial and Executive Services, especially the Executive Services team,
ovide support, advice and assistance to private secretaries seconded to

erial offices.
The team is supported by me as General Manager, Ministerial and Executive Services
and the private Secretaries Management Group. This group has been set up to provide
governance and guidance on issues relating to private secretary recruitment,
coordination, performance and professional development.




The Manager, Executive Services will provide support and assistance to you in fulfilling
your responsibilities in your seconded role and will look after your pay, leave,
performance and some other arrangements.

The Manager, Executive Services and | are always available to provide discreet advice
or pastoral care when you need it. Any matter can be discussed with us in the strictest

of confidence. &
Nature of Role @
You, as a private secretary, will play a crucial role as a broker and it tweeK\(h?

d

Minister, the Minister's office and the Ministry. it is vital that the atiogships an
processes that underpin them are managed with the utmost skill and

In your position it is important that you keep in close con
Ministerial and Executive Services and any other part
a close working relationship depending on the nature ©

The Ministerial and Executive Services team | @' on p@pem accurate
and timely information and responses to you@ 3Sist y\ the Minister.

Career Support
iderable scope for career

A secondment to a Ministerial ice can provides
ini ' ew skills including a significantly

development. You will return inistry

enhanced knowledge of cen ent a entary processes, as well as the

operations of Ministerial offi

The Ministry will provi@e sup r you, and where appropriate, options that
that place. We, together with the Private

recognise the de m

Secretaries Manag roup, ith you, your home team manager and other
relevant seni@ S.

Trainin dD

agér
opm

Exe 'Wes;és ed to ensuring you continue to have access to training and.
|

0 t dur secondment. We will arrange a training and seminar
e to p nt the training provided by Ministerial Services (Department of
al Affairs can also arrange external training if appropriate. If you identify any
training e let the Manager, Executive Services know.
Pe Appraisal
D

] ur secondment you will have an annual performance appraisal as part of the

@ al performance appraisal cycle. This will be conducted by the Manager, Executive

ervices and myself, with input from the Senior Private Secretary, Private Secretaries
Management Group and stakeholders, who will be selected in consultation with you.




Leave

Your leave, pay and other arrangements are maintained at the Ministry while you are on
secondment.

Leave must only be taken when convenient in consultation with the Senior Private
Secretary, the Minister and Ministerial and Executive Services. We will assist in
assessing whether a temporary replacement is necessary and will provide coxer for you
during your absence.

It is expected that you will complete the necessary leave form well in
any leave and provide this to Ministerial and Executive Services st
allocation and related entitiements are kept up to date. &

As a private secretary you are entitled to an additional we eave for e r for
which you are a private secretary as set out in your seco eme
Accountabilities %}

As a private secretary you remain an employ inistr&%ﬁ;j Development,
notwithstanding your secondment to a Ministeri . Thig'means$hat you are bound
by the Ministry’s Code of Conduct and th tor Caede\ovGohduct, as well as the
provisions of your employment and sec gree

ions placed on us as public
servants, in particular the reuir edtral. Working in a Ministerial

environment can present ch s A i e, It is expected that you escalate
issues of on doubt abpo ugh seeking appropriate advice or

guidance. ggz
If you need any agSjstan r ha ns or comments, please do not hesitate to
contact either Manager E cutivx or myself at any time.

@@W %@7

gral Manager
Ministerial and Executive Services




