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Introduction

This document outlines the decision to proceed with external management of the in-
house Printshop as consulted on in the document dated 31 July 2013. It summarises and
responds to key feedback received and outlines next steps.

Thank you to all who provided comment on the consultation document. Thirteen
submissions were received both individual and collective responses from teams

The aim is that the transition to the new management of the PrintshopWi «
seamless as possible for the users of the Printshop. ; @ O

Background @)@ (&\
n

In September 2012 the Communication Division 1 4l was
consultation. One action it proposed was: “1 t tio

s forfh
management of the in-house Printshop@

CMD is responsible fo op. This function is valued and

will continue to o tNg"hot a core communications function

and it is proposed Fo-fpvest i fof external management of this function.

This w n peciah ement is available to facilitate innovation and
Gvemen ptimise efficiency.

document was released in October 2012. It included
the external management of the Printshop. A feasibility study was
munications Division, taken into account was the potential impact on
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Thirteen submissions were received from both individuals and on behalf of teams during

the consultation period.

On behalf of the Communications Divisional Manager, feedback has been read and
considered by Pip Robertson, Communications Account Manager (Former Team Leader —
Publishing) and Hannah Iggulden, HR Adviser. A copy of the feedback was provided to
the Chief Executive and Senior Leadership Team.

Many of the submissions included feedback on similar themes. The followin sets
out the main themes of the feedback received and response. @

ENN

Theme

Key feedback received

<o) A D
RESPORSS, ~ ~\\ |

Need to maintain
quality service that is
currently being
provided

N

All feedback received noted
that the service that wa
currently being provi
valued.

£

higi \FPOted, aare WT” be
m 0 ms.

hé level agreement

€ Ministry develop with

I Xerox will set quality

standards.

Fuji Xerox proposal also
includes upgrading the
equipment in the Printshop and
adding design and layout
capability, which will enhance
the services currently offered.

q

S8
N oo\
Emplete urgent and

last minute jobs.

jobs.

mtal Printshop have stayed open This comment will be passed on
of after- late into the night, assisting to Fuji Xerox and will be
services to people with last minute print included in the service level

agreement to ensure that the
service they are providing
meets the Ministry’s
requirements.

Management of
contract for services

There was concern raised as to
where in the Ministry the
management of the contract
would be held.

Currently the all-of-government
agreement with Fuji Xerox to
provide printers to the Ministry
is managed by Procurement,
this will continue.

Security Clearances

It was understood that
Printshop staff needed to have
secret level clearance.

Security Division have
confirmed that Printshop staff
require confidential clearance.
Fuji Xerox have informed us

that one of the prerequisites to
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working with them is that staff
are NZ Citizens so this will
assist with gaining a NZ
government clearance. Fuji
Xerox have been made aware of
the security clearance procedure
and requirements. Fuji Xerox
currently work with Ministry of
Defence and are therefore

Number of staff

Feedback received noted
workload and capacity conc

if there is only one staf @
member serwcmg t
Prlntshop

@s

aware of the securi
requirements
worklng @
ste(sfj
|

capability.

Location of the
Printshop

S

el

%P W/re hgﬁh ¥ the
intshog e

N

ocated
off SI%

The proposal is to outsource the
management of the Printshop
only. The location of the
Printshop will stay on level 10 of

the HSBC building.

N

©
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Decisions

Following the consideration of the feedback received which addressed points that had
been raised as part of the feasibility study, the following decisions have been made:

1. The management of the Printshop will be outsourced to Fuji Xerox.

2. This decision results in both Printshop Technician positions being
disestablished with the Ministry.

3. Fuji Xerox will have one position available that current staff members can

apply for.
Positions to be disestablished: A\ S\@ Q«
Position 4 < \ (\)V
Printshop Technicians (2) )\ Y \b ﬁ

Timeframes /\K\O@/X\m®

The following timeframes are indicative: X\W A @

16 ~ 20 September O\ TAffected statf\advised

25 October < &)\ U E<padtedldisestablishment of roles.

SN

Fuji Xerox(@pg%
bé{\ﬁﬁ%rXerox {INroenage the Printshop function at the Ministry of Foreign
i conti to be on level 10 in HSBC tower. The Printshop
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Annex B: Job Descriptions

The following job descriptions are attached:

Manager, HR Systems and Reporting
Business Systems Analyst

HR Reporting Analyst

Principal Adviser, Remuneration | @
Payroll Manager @
Senior Payroll Administrator «

Payroll Administrator (Part Time) ©®@ ©®

S
Ne x@@@

12
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NEW ZEALAND
FOREIGN AFFAIRS & TRADE

Position Title
Group
Location
Reports to
( Last Review Date

About the
Ministry

About the Group

UNCLASSIFIED

Position Description

Manager, HR Systems and Reporting

Human Resources Group

Wellington .

Manager, Organisational Capabilities @ «
April 2015 «@ ﬂ\@

The Ministry of Foreign Affairs and Tr. s to®make New ¥d's voice
heard overseas and contributes di secury ll-being of all

New Zealand and

New Zealanders. @ @
Our purpose is to cr rnati@ﬁg% s and connections for
r\fw gé n VE

hfluence and standing in the world;

ed prosperity for New Zealand and our region;

uture generations;

aitjakitanga
K% ers solutions to global challenges, for the benefit of present and

N

Stability
+ delivers security and resilience to our country, our people, and our
region.

Our values are professionalism, leadership, respect, collaboration and
innovation.

The role of Human Resources (HR) is to ensure that the Ministry has the
people and culture to deliver on the Government’s priorities. HR provides
high-level strategic and operational advice and support to the Chief Executive
Officer, the Senior Leadership Team, and Leve! 3 and 4 managers to ensure
that effective HR strategies are developed and integrated into all business
strategies and plans. This will help to build a high performing Ministry.

HR is also responsible for the design and delivery of a range of Ministry-wide
HR policies, operational HR processes, and systems aimed at ensuring that
managers have access to the best possible advice, support, and systems to
motivate, develop and manage their people.

The HR function recently transitioned to an Operating Model to ensure that
HR services within the Ministry are delivered efficiently and within a cost

13



About the
Position

Delegations

&7

Rel

©

UNCLASSIFIED

effective framework that meets the current and future needs of the Ministry.

This position is in the Organisational Capabilities Division of the HR Group
and is responsible for leading the Human Resources Information Systems
(HRIS) team and function for the Ministry. The Team Is accountable for the
provision of HR information services and tools to support the Ministry's
managers to be effective leaders of people and the Senior Leadership team to
function at the strategic level. This includes leading and innovating
technological changes in the Human Resources area in support of continuous
improvement in efficiency and effectiveness Ministry-wide. The team’s focus
also includes the strategic use of information and responsibility for

highlighting key information that can be derived from tt‘r@wistw’s people
data.

The manager is accountable { < HRIS team work effectively
as a team to meet the er outcomes that
both drive and suppor

&\

N
This position has th&\fo)l wing m g%’;}e\\ﬁ\ésponsibilities:
HR St@
% éso

Financ

@% posi@%A; Human Resources delegations.

pgsition has authority to approve expenditure as a budget manager
he annually approved budgets.

The position is required to build and maintaln the following relationships:
Internal (within MFAT)
+ Group Manager Human Resources

= Human Resources leadership team (Manager People Capabilities, Manager
HR Business Partners, Manager HR Organisational Capabilities)

» CEO and SLT (Level 2 Ministry Managers)
« All Ministry Managers

¢ Organisational Capabilities Team and in particular the Payroll Team and
Principal Advisers and the wider HR Group, especially HR Business
Partners.

 Information Management Division staff at all levels
+ Internal governance bodies.

» Finance staff at all levels

s ESD staff

* Users of HR systems (our staff)

14



Key
Accountabilities

Leadership and
management

Strategy
development

UNCLASSIFIED

External (outside MFAT)

State Services Commission

Providers of HR systems

Consulting companies as appropriate
Other suppliers

Organisations that the Ministry must provide information to or receive
information from A

The following key accountabilities of this role assist i
Ministry’s purpose:

N

ing the «
8, en at it suppod @
echivlogicatsplutighs> This

; are aware of

ontinuous

%} deliver on the strategy.
fof SLT and/or TKM to obtain
act management of new initiatives.
lating the work programme and
£ team members, ensuring team

2fa Neff accountabilities, managing performance,
ﬂ’ ofthe work programme, eliciting team ideas for

Ministry with modern and fit for
includes ensuring that HR leade
opportunities. It also includes\
improvement focus. %
Develop the HRIS g
This includes de

grovement, innovating new functionality and tools.
pk is effective and all HRIS team members contribute to

airmembers as required.

the team, define its purpose, motivate and inspire team members,
erisuring that team members work together effectively and in support of
one another. Foster support for the direction the team is taking and gain
buy-in and commitment to change/new initiatives.

Build organisational buy-in and commitment to the strategy/direction of
the HRIS function. This will entail communicating with the business on
change/new initiatives and talking to the business about their needs.
Ensure that HRIS and Payroll requirements in the Partnership model are
effectively represented and factored into policy and procedures. This is a
matter of giving voice to these requirements. It will be important to
ensure that the approach is a facilitative one not a gatekeeping one.
Help team members and the wider HR Group to understand how to get
things done in this environment.

Ensure that effective relationships are maintained between HRG and IMD
and HRG and other areas we interact with. This means ensuring that the
roles and responsibilities of the respective areas are clear, well
understood and agreed. This may require escalation on occasion. Just as
we may require action from other areas, we must also ensure that our
obligations to those areas are met (our mutual obligations are met).

Develop a very good understanding of the context in which the function
operates. This includes understanding the business needs and where the
opportunities are for technology to improve efficiency and
effectiveness/organisational performance. It also includes understanding

15



Reporting

Stakeholder and
relationship
management

UNCLASSIFIED

the wider sector needs (e.g. key stakeholders) and understanding the
organisational and HR strategies our technology/people information
strategy must align to.
Develop our HRIS strategy focusing on technology, tools and an
increasingly strategic use of people information. Lead the development
and on-going revision of the HR technology/people information strategy:
o Enhance the strategic use of people information
o Focus on multiple systems
o Link to business need, defined team purpose, opportunity for
improvements in efficiency and effectiveness
o Support for workforce planning {capability and c
design of an input into the Four Year plannin

and trends and relate this to our business
Understand the links between syst
Ensure these linkages are mai
developments.
Manage the HR brand. The

Pmation across the Ministry and within the
itecture framework to ensure HRG and
HR information are incorporated into strategy

em changes and that this is documented.

Ensure that there is a clear process to obtain decisions on systems

changes and that this process is supported and decisions are

appropriately documented.
Ensure there is documentation to support the systems managed by the
HRIS team.

Ensure that the principles that underpin our data design are documented
and that alignment of this to the Ministry’s needs is maintained.

Provide overall quality assurance of our reporting and drive improvements
to this. Ensure reporting is accurate and consistent. This includes
thinking strategically about what information could be sought and
proactively collecting or organising information that HR may be asked to
provide.

Manage the strategic/proactive presentation of information including
advice and analysis on what this information is telling us. (A proactive
alert to emerging issues).

Manage the relationships with internal stakeholders e.g. IMD, IT
Architecture, Finance and other systems linking to HR.

Manage the relationships with suppliers/providers of technology
solutions/services e.g. NGA, Data In View, DTSL

16



Project Management

LES Payroll and
Leave Management

Transition the HRIS
Improvement
Programme and
other Project Work
into the HRIS team

Qualifications,
Skills,
Knowledge, and
Experience

UNCLASSIFIED

Engage with Audit and input into the right things to be auditing at posts
(to support system improvement).

Oversee the changes to interfaces with other systems e.g. Navision,
Chameleon etc.

Support external audit.

Manage HR'’s contribution to stakeholder information requirements.

Ensure that project work is appropriately identified, initiated, planned,
resourced and managed. Determine what is BAU and what needs to
formally established as a project and what Govern ‘is required for the
initiative/development.

Ensure that development work complies wi cess =
processes, IMD project rules, procureme

Ensure project management activit ob

planning and tracking.

Ensure projects are mana g apetropria anagement
methodologies and tool

Manage the transitj to P @Payroll to BAU -
ensure records are T robust spreadsheets,

ni b

cing Payroll at Post

w,

approach to HRIS and the management of data supports
alysis needs of the organisation.

t the team delivers on the high level strategic information

the business.
with LES Payroll.

Encourage new ideas and innovation from team members on a continuous
improvement basis. Apply creative thinking to developments and

opportunities to improve productivity within the HR Group and across the
Ministry.

Ensure that new developments including the recent HRIS improvement
programme and future work managed through additional project resource

is handed over to BAU in a way that maintains the progress made and
builds on it.

You must have the following qualifications, skills, and experience:

[ ]

Proven well-developed leadership skills, with the ability to set the
direction, and influence others to be part of the journey. The ability to
lead change.

Experience in and the ability to motivate, inspire, and encourage
innovation and high performance and to achieve resuits through others.
The ability to build a cohesive team.

Demonstrated excellent strategic thinking capability including the ability

17



Additional
Comments

UNCLASSIFIED

~ to think and act at a big picture level in support of improvements in
organisational capability, performance and productivity.

» The ability to translate big picture plans into an achievable technology
strategy and into the development of technological solutions and
approaches that are fit for purpose.

e Experience with project management methodologies and the ability to
deliver projects on budget and on time.

« The ability to work with diverse organisational interests and a
demonstrated record of influencing change,

= A strong results orientation.

« A comprehensive understanding of HR and the strategic use of HR
information in a variety of contexts.

e Technical capability with HR Information Syst

variety of systems in a range of different

different HRIS tools also.
s Demonstrated proactivity — can eyid e a tinuo

and experience building a high janee tea
+ Experience analysing info ttends, of 3

responsive basis. Ingl @ y to
. ship manag s s.

et solviffg s
i \ pverance to overcome barriers and

ience wi
Expefien

ive as well as
data and present it

anding of Tikanga and Treaty of Waitangi principles.
ustomer and business partnership focus, with the ability to

databases.

municate effectively with a range of people.
vanced Exce! and SQL skills. Robust understanding of relational

You must also:

+ Be able to obtain and maintain an appropriate New Zealand Government
Security clearance.

None

i8
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Position Title
Group

Location

Reports to

Last Review Date

About the
Ministry

About the Group

UNCLASSIFIED

Position Description

Business Systems Analyst
Human Resources Group

Wellington

Manager, HR Systems and Reporting @@ «
April 2015 « @
P o NN

Our work; @
K%%%

w
heard overseas and contributes di secuy well-being of all

New Zealanders.
Our purpose is to cr -

New Zealand and ers to th

-. E fluence and standing in the world;

The Ministry of Foreign Affairs and Tt % to’make gatand’s voice
t

ohs and connections for

ers solutions to global challenges, for the benefit of present and
uture generations;

Stability
+ delivers security and resilience to our country, our people, and our
region.

Our values are professionalism, leadership, respect, collaboration and
innovation.

The role of Human Resources (HR) is to ensure that the Ministry has the
people and culture to deliver on the Government'’s priorities. HR provides
high-level strategic and operational advice and support to the Chief Executive
Officer, the Senior Leadership Team, and Level 3 and 4 managers to ensure
that effective HR strategies are developed and integrated into all business
strategies and plans. This will help to build a high performing Ministry.

HR is also responsible for the design and delivery of a range of Ministry-wide
HR policies, operational HR processes, and systems aimed at ensuring that
managers have access to the best possible advice, support, and systems to
motivate, develop and manage their people.

The HR function recently transitioned to an Operating Model to ensure that
HR services within the Ministry are delivered efficiently and within a cost

19



About the
Position

Delegations

Relationships

UNCLASSIFIED

effective framework that meets the current and future needs of the Ministry.

This position is In the Organisational Capabilities Division of the HR Group
and is responsible for technical system development and maintenance for all
systems managed by the Human Resources Group. This is a technical
systems support role and requires a good understanding of Human Resources
issues and practices and the ability to apply this in the Ministry’s
environment. This means that the position incumbent must be able to look
at issues from a customer’s perspective.

This position is a pivotal liaison point within the Ministry. The role provides
day to day support and assistance to Payroll, the wider Group and HRIS

users and it must also implement changes related t iterfaces with
ather systems (internally and externally) and wi nisati ‘
This position is responsible for applying upg angesJo '
for managing, tracking and resolving i ied t ms defet§> Rd
supporting Payroll (and others) WI that h mito-® rk wnth

systems pending defect fi xes

This position has no d érrfy wv

U rces

The positigr eqmte,ﬂ/to bui in the following relationships:
Inte n MFA

dership team (Manager People Capabilities, Manager
rtners, Manager HR Organisational Capabilities)

Partners.

-%g?anisatlonal Capabilities Team and In particular the Payroll Team and
% incipal Advisers and the wider HR Group, especially HR Business

+ Information Management Division staff at all levels O
s The IDD team and TKM.

» Finance staff at all levels

e ESD staff

» Users of HR systems (our staff)

External (outside MFAT)

» State Services Commission

* Providers of HR systems

e Consulting companies as appropriate
o Other suppliers

s Organisations that the Ministry must provide information to or receive
information from

20
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Key
Accountabilities

Systems
development and
maintenance

Defect management

Helpdesk function

o
S

Manage systems
documentation

Business Process
Documentation

UNCLASSIFIED

5O

The following key accountabilities of this role assist in delivering the
Ministry’s purpose:

Maintain and develop all HR systems (multiple systems). Ensure
upgrades and system updates are applied to keep systems current.
Ensure system functionality is maximised. Develop our use of systems to
get more out of them wherever possible.

Manage system access and ensure that this is appropriate.

Undertake systems administration tasks.

Manage contractor resource utilised by HR.

Liaise with providers over upgrades and updates.

Manage interfaces with other systems (internal and egimal) - make sure

that these work and are updated and maintained ired.
| at wgs

Liaise with IMD over system patching and ava
HR (minimising the impact on users).

Confirm the nature of identified d
incorrect records.
Manage, track and resol
Liaise with systems i
Liaise with Payroll

0 ag fielpdesk function to be provided by IMD and the
g @ areas will work together, how users should

ehinical support to be provided by IMD and content

Manage how we collect, organise and deliver data. Align data collection
with business rules. Ensure that we collect and organise data in a way
that is meaningful for the Ministry and that it is accessible, fit for purpose,
and audience appropriate.

Advocate use of the systems, eliminate duplicate recording, create one
source of truth, develop the system to record information not previously
captured, structure information in a way that answers can be easily
extracted in response to information requests.

Develop the system to capture information on precedents and exceptions
for reporting purposes. In support of devolved decision making, we need
to provide information on how that authority is being exercised.
Information needs to be available for reporting purposes.

Develop and maintain appropriate system documentation (all systems).
Develop and maintain online help tools and user information.

Lead HR business process development where this relates specifically to
HRIS and Payroll requirements. Support other parts of HRG to develop
process documentation particular when there is an HRIS aspect to the
process.

21
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LES Payroll and * Administer the integration of LES data with NZ data through Org
Leave Management Publisher.
o Assist with LES systems issues and developments.

ECA reviews and Manage six monthly updates to allowances.
allowances » Monitor category changes of Posts and follow the Ministry's process to
change these when required.
This is temporary while these changes have to be processed through the
backend. The aim is to transition processing to Payroll (through the front
end).

Remuneration + Process the annual remuneration review outcomes

Review Currently this is being processed through th@@” aim | OO
Implementation Payroll with an updating mechanism throug tend. @
Maintain the pay split calculat @ \ S

Maintain the ECA calculate

Maintain the back pa @o

Develop new tool ys-to @% taff through the HR

Maintenance of tools
to support Payroll
and HRG

Kiosk and othex s

Teamwork « W ely with o
9 over |
’stHave fr

Qualifications, f@ My qualifications, skills, and experience:

Skills, ell org&ms ent and with the ability to work under pressure and
Knowledge, to stict o es.
Experj s The 0 work flexibly and effectively in a team context. The ability

to k"collaboratively and supportively and to take shared responsibility
team outcomes.
e

@ li-developed problem solving skills.
+ Comprehensive understanding of HR and the operational use of HR O
% information and systems in a variety of contexts.
» Technical capability with HR Information Systems - experience with a
variety of systems in a range of different environments. Experience with
@ different HRIS tools also.
» Demonstrated proactivity and strategic capability - can evidence a
continuous improvement focus and innovation.
» Possesses the resilience, determination and perseverance to achieve
expected outcomes and to implement change.
Well-developed relationship management and influencing skills.
A strong results orientation.
Sound understanding of Tikanga and Treaty of Waitangi principles.
A strong customer and business partnership focus with the ability to
communicate effectively with a range of people and a track record of
superior customer service.
¢ Advanced Excel skills, VBA capability, robust understanding of relational
databases. Strong SQL skills,

22
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Position Title
Group

Location

Reports to

Last Review Date

About the
Ministry

About the Group

UNCLASSIFIED

Position Description

HR Reporting Analyst

Human Resources Group

Wellington )
Manager, HR Systems and Reporting @@ «
April 2015 « @

P Py AN Q
The Ministry of Foreign Affairs and rks\tb makeNew Pealand's voice
heard overseas and contributes e sec d well-being of all

New Zealanders.

Our purpose is to ':’ema@@ns and connections for

New Zealand and arnders to

N

vers solutions to global challenges, for the benefit of present and

future generations;

Stability O

» delivers security and resilience to our country, our people, and our
region.

Our values are professionalism, leadership, respect, collaboration and
innovation.

The role of Human Resources (HR) is to ensure that the Ministry has the
people and culture to deliver on the Government'’s priorities. HR provides
high-level strategic and operational advice and support to the Chief Executive
Officer, the Senior Leadership Team, and Level 3 and 4 managers to ensure
that effective HR strategies are developed and integrated into all business
strategies and plans. This will help to build a high performing Ministry.

HR is also responsible for the design and delivery of a range of Ministry-wide
HR policies, operational HR processes, and systems aimed at ensuring that
managers have access to the best possible advice, support, and systems to
motivate, develop and manage their people.

The HR function recently transitioned to an Operating Model to ensure that
HR services within the Ministry are delivered efficiently and within a cost

24
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About the

Position

and modelling, for example:

UNCLASSIFIED

effective framework that meets the current and future needs of the Ministry.

This position is in the Organisational Capabilities Division of the HR Group
and its primary responsibilities are for HR reporting activities including data
extraction and data analysis and for maintaining the organisational structure
and the supporting records of changes and decisions made over time. The
position is responsible for supporting Posts with LES Payroll activities and
issues. It is also responsible for the development and delivery of both
proactive and responsive services to managers.

This position supports major activities through the provision of information

» support for bargaining through modelling union clatth$-ghd Ministry
proposals;

+ support for the remuneration round with ate(datéd manage ;
development of the Kiosk for managi e cess, appropriate
modelling, costings, and data repofk upport theSrmod
processes and SLT decision makirig

‘ posit'o psople) relative to
’ deve to support this;
hing i \ng, data extraction and analysis
= a from new sources.

Jy proactively analysing data and

« Management of our reso
the cap and trends.

» Support for our wotkf
and the developm

ponsively,

Delegation&@

delegated authority.

N
Re ips @Vﬁition is required to build and maintaln the following relationships:

@@@@

nternal (within MFAT)

¢ Group Manager Human Resources

Human Resources leadership team (Manager People Capabilities, Manager
HR Business Partners, Manager HR Organisational Capabilities)

« All Ministry Managers

+ Organisational Capabilities Team and in particular the Payroll Team and
Principal Advisers and the wider HR Group, especially HR Business
Partners.

« Information Management Division staff at all levels
e The IDD team and TKM.

* Finance staff at all levels

o [ESD staff

s Users of HR systems (our staff)

External (outside MFAT)

¢ State Services Commission

e Providers of HR systems

25
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« Consulting companles as appropriate
» Other suppliers

+ Organisations that the Ministry must provide information to or receive
information from

Key The following key accountabilities of this role assist in delivering the
Accountabilities  Ministry’s purpose:
Manage reporting + Manage all regular/annual/cyclical reporting for internal and external

audiences. Reporting should be proactive, responsive, compliance
focused and strategic. This includes things like:

o Resourcing information (e.g. rotation, promoti nd recruit
Dashboard information

-
FADTC

HRC/SSC « K%@ O
Stats NZ

Hay Group @@ @

ECA
Monthly Minist:
Exceptions/P.
Record ofstr

0O 0000000

- > develop process for manager requests,
b . ),

provide support to HR Business Partners.
tain standardised reports that meet/anticipate the

Senior L eaders etc. Includes resourcing information).
@ e reports to managers at specific times. Develop a calendar of what

€eds to be reported and when and then make it happen in a way that
@ managers focus on what is important.

e Produce reports/information for audit purposes.

» Identify/analyse gaps in our data and feed this into the team to consider
how we collect and organise data and the improvements we need to
make to this.

« Draw information together from multiple sources including new and non-

HR information (e.g. Finance information and HR information combined)
to improve organisational understanding and performance.

* Provide information and analysis to support processes like the
development of a People Strategy, long term workforce planning. This
should provide a robust evidence base for assessing the success or
otherwise of our strategies/policies, identifying issues and trends, and
forecasting future events/outcomes/needs.

» Manage the on-going development of the reporting function available
through the HR Kiosk.

Provide analysis + Analyse data proactively, responsively and for strategic purposes.
Interpret data to identify trends, issues, and to forecast future
requirements and report this to appropriate audiences.

+ Ensure that data is used strategically by giving significant emphasis to
what our data tells us about our organisation. Look for the meaning
behind the data and report this to appropriate audiences. This includes

26
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analysis of data to support strategy development and big picture
leadership decision making and planning and it includes the analysis of
data to support operational management.

¢ Within the calendar of reporting, include information on specific analysis
to be included in the reporting.

¢ Proactively monitor and identify issues that need to be raised with
managers/senior leaders and alert them to these issues at appropriate
times. Set out clearly and simply what things the data tell us that
managers should be aware of e.g. issues, trends, patterns, behavioural
indicators etc.

* Provide forecasting and modelling support to the Minis
leadership team and the wider Human Resources Gr

With authority goes accountability for the exerci

sibility Cisl

Manage surveys against key internal surveys including

survey and other surveys. Initiate new

ge ad hoc surveys required by HRG whether internally generated or
rough an external provider.

% = Maintain central record of surveys and their outcomes for reference
@ purposes within HRG.

JE » Manage the Ministry’s establishment and records of this. This includes:

Rosition Management o Providing support to managers/HR BPs to model and cost structural
change. Assist with the production of organisation charts through Org
Publisher.

o Ensure that all position information in PSe (or other source system) is
kept up to date and that changes in structure are reflected in the
system on a timely basis;

o Ensure that job sizing and remuneration information is captured as
required by the Principal Adviser Remuneration and other information
is captured to meet the needs of the Principal Advisers OC and ER.

o Actively manage the record of structural change decisions - obtain
approvals for the changes either through source documents or by
summarising and reporting changes and obtaining confirmation of
their approval. Directly follow up changes with appropriate managers
if necessary and support the process to obtain appropriate
documentation/approvals.

o Report monthly on structural changes that have been implemented
(positions added, positions removed and other changes)

o Monitor establishment and staffing levels - in comparison to the cap

27
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and trend information. 4

o Report on establishment and staffing levels (including cap and trend
information) to senior leaders and managers on a regular basis.

o Maintain an overview of structural change in progress but not
finalised.

o Assist the Principal HR Adviser OC with relevant information.

» Develop/maintain/document the system to be followed to ensure that the
HRIS is kept up to date and that decisions are made at the authorised
level. (Ensuring the system is easy to use/improved from a customer
perspective, supports our ability to maintain accurate data on a timely
basis, and adopts an approach that recognises managgment
accountability for decisions).

o Implement a system to maintain accurate inf

i he LES
establishment and structure.
s Support the team to integrate LES O
information with information availak : . s to be

s \and for display

in Org Publisher.
» Provide support and infé
required.

er Remuneration as

LES Payroll and
Leave Management
Support

@ e, particularly in relation to the need to change
@v wor S

o\ \Support Posts when transitioning from the end of one financial year to the
mencement of the new financial year.
aintain version control over Post Payroll processes.
@ (Post Payroll is the responsibility of each HOM/HOP. While HRG is not
@ responsible for this function, we have specialist expertise and aim to suppo

Posts to manage this function effectively).

-up support for s Maintain a good level of understanding of Payroll processes and
Payroll processing requirements.

s Provide back-up support to Payroll on occasions where the resourcing is
under pressure either because of peak workflow times (like the
remuneration round) and/or staff shortages. This is expected to be rarely
rather than frequently or regularly.

Helpdesk Function e Assist the team to deal with Helpdesk queries.
* Manage all reporting queries and requests.

Teamwork + Work effectively with other HR Organisational Capabilities team members
to ensure cover during peak times and during absences.

Qualifications, You must have the following qualifications, skills, and experience:

Skills,

e Excellent analytical capability, including the ability to interpret data and

Knowledge, and translate it into meaningful advice to the business and strategic advice to
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Experience ~ the Ministry’s leadership. ,

» Excellent written capability, including the ability to present complex ideas
and information in a way that it can be easily understood combined with
the ability to support this with appropriate evidence (data presented in
summarised and graphical form).

» Advanced Excel capability and a good level of capability with the full
range of Microsoft office tools.

* Experience with modelling a range of outcomes or initiatives.

* A comprehensive understanding of HR and operational use of HR
information in a variety of contexts,

+ Technical capability with HR Information Systems an ddvanced capabmty
with reporting tools - experience with a varlety of“sys ms in a ran e of
different environments. Experience with dlfferent“HRISvtools also./ \ \

¢ Well-developed understanding of key HR concepts and |ssues lh Qrder to

( proactively look at emerging trends, pﬁtentlal lssues and opp/ortunltles to
add value on an evidence basecLbas:s o > P

» The ability to work ﬂembly and- effectxvely in a/team\context The ability

to work collaboratively and éupportwely and ta take\shared responsibility

%

for team outcomes. -0\ \\ NS AN A
s Well organised, resx\llent\and wuth the abmty to work under pressure and
to strict deadlines. .} SR

o The abilgty to\workjieXIbly/and éffectwely in a team context. The ability
to work collaboratlvel /an'd‘-supportWely and to take shared responsibility
fortea i bitcomes.- & A0

. Demoné:rated pl{)actlvn:y and strateglc capability - can evidence a
> (x\\ COIT/tInUOUS m\p)rovement focus and innovation.
PR N strong\results ‘orientation.
N
) - "u‘ Soné\experience with survey design and survey tools.
_.Sound" uanerstandmg of Tikanga and Treaty of Waitangi principles.
A strong customer and business partnership focus with the ability to
, / ~ communlcate effectively with a range of people and a track record of
/ (v \\\ ~~Buperior customer service.
N A Ve  Well- -developed relationship management and influencing skills.
» Advanced Excel capability, Robust understanding of relational databases
and strong SQL skills.

You must also:

« Be able to obtain and maintain an appropriate New Zealand Government
Security clearance.

Additional None
Comments
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Position Title
Group

Location

Reports to
Leadership

Last Review Date

About the
Ministry

UNCLASSIFIED

Position Description

Principal Adviser, Remuneration
Human Resources Group
Wellington

Manager, Organisational Capabilities

i A /\ S N
April 2015 B \( /?\ VY

Q\u” /wor P
I N ~;\/ / /</ g x\_
A/Leadersﬁlp\ S

The Ministry of Foreign Affaifs and\Trad)e wo/cks to make New Zealand's voice
heard overseas and contn, t)tes/dlrectly o”the secu/rlty and well-being of all
New Zealanders N

L »\\ .
Our purpgse_ls, to: créate the. ihternatiorral conditions and connections for
New Zealand apd New Zealandersdto/thnve

;‘.,ﬂ J amp 1(‘3\5\Naw/2ealand s influence and standing in the world;

N Prospgrn‘fy

N \c N de14vers improved prosperity for New Zealand and our region;

) N

About the Group

Kaitiakitanga

*" o delivers solutions to global challenges, for the benefit of present ac')

future generations;

Stability
s delivers security and resilience to our country, our people, and our
region.

Our values are professionalism, leadership, respect, collaboration and
innovation.

The role of Human Resources (HR) is to ensure that the Ministry has the
people and culture to deliver on the Government’s priorities. HR provides
high-level strategic and operational advice and support to the Chief Executive
Officer, the Senior Leadership Team, and Level 3 and 4 managers to ensure
that effective HR strategies are developed and integrated into all business
strategies and plans. This will help to build a high performing Ministry.

HR is also responsible for the design and delivery of a range of Ministry-wide
HR policies, operational HR processes, and systems aimed at ensuring that
managers have access to the best possible advice, support, and systems to
motivate, develop and manage their people.

The HR function recently transitioned to an Operating Model to ensure that
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HR services within the Ministry are delivered efficiently and within a cost
effective framework that meets the current and future needs of the Ministry.

About the This position is in the Organisational Capabilities Division of the HR Group

Position and is responsible for advising on remuneration matters and supporting the
effective management of remuneration across the Ministry. Areas of
responsibility include NZ staff remuneration, executive remuneration
management, support for Locally Engaged staff remuneration management,
management of overseas (seconded staff) remuneration /a)d associated
matters. The Principal Adviser Remuneration is responsib g)for costing arkd
modelling remuneration options in support of ad)mfe /fo ‘thé Senior Leadershlp
Team. The Principal Adviser Remuneration als playg a ke? role\ |n - \-)
supporting bargaining through aSSIstanceto\the \Prineipal Advngg ER ~The
Principal Adviser Remuneration has speuﬁst\expertlse lrﬁ'emuréerahon
strategy, advice and provides spec1aﬁ§t"sUp ort tot the’ Mgnager/and to the
Principal HR Adviser in Orgaplsa(tlonal Cepab:htxeszhe Prmc’pal Adviser
Remuneration is required-to: manage emu/ne(atnon on behalf of the Ministry
and to manage the annqa\l\remuneratlon<round\process including working
with other parts ofthe HR. Grolp to. engage them in the aspects of the
process that the\,{ must/inanage, ! \ g

\

Delegations This posr,t})n has ho delegated abthqnty
,\ / >N - ‘/// ‘/f \\\-"‘.\ \/\ >
A N Y

( S

RelatlonshlpS// ‘Fpe\po/sxtio 8" ehﬁrr\ed/tﬁ build and maintain the following relationships:

\\\
\p X

/\ \ //\/ "
% Internél{\ 1thnp MFAT)

N
//\ .\\.// / o< \GI’OUF}\M P

anager Human Resources

/(»»-\‘>v/ < \o \H/uman Resources leadership team (Manager People Capabilities, Manager
g | /\“HR Business Partners, Manager HR Organisational Capabilities)

¢ CEO and SLT (Level 2 Ministry Managers)
+ All Ministry Managers

» Organisational Capabilities Team and wider HR Group.
External (outside MFAT)

e State Services Commission

* ER practitioners in both the Public and the Private Sector
¢ Consulting companies as appropriate

s Suppliers
Key The following key accountabilities of this role assist in delivering the
Accountabilities:  Ministry’s purpose:
NZ Staff « Monitor and report on the remuneration market and develop
Remuneration recommendations for Senior Leadership decision making.
Management ¢ Contribute to long term planning and forecasting of remuneration costs

and implications.
¢ Manage the job evaluation/job sizing process and the decisions made on

position pay bands. Ensure that accurate records of decisions are
maintained and are traceable.
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» Manage the annual remuneration round. This includes modelling and
costing remuneration options, centrally managing the annual
remuneration process of collecting manager recommendations,
supporting moderation and supporting senior leadership decision making.

s Provide services and support to managers and support staff co-ordinating
the annual review of remuneration.

« Review opportunities for continuous improvement in our processes and
approaches and implement changes as agreed.

« Work with HRIS to ensure that the Kiosk is developed to meet the needs
of the organisation in managing the annual remuneration review process
efficiently and effectively. (

e Work with the HRIS team to maximise the use afth e/HRIS to accyrately
record all remuneration information requnred o \\ SISON

e Contribute survey information to Hay orr,be/alf of the Mlmstry gmth 9
support from the HRIS team. Thlsyp(osrtlon \h/as\ﬁverall responsrbrhty forQ
the quality of data contained in-gur retug A0 T

» Support policy and strategy- deve([dpme an/d,crlan\ggtled by the Principal
HR Adviser Organisatronél/Caphb ifities. <\ ,’ \K\ WA

P2

\

~. \. \_\ \ \/ /
AN NN
. S
Executive s Monitor and report on/the executiVeTemuneratlon market and develop
Remuneration recommendatlons/jor Chjef | E'xecutwe decision making.
Management *  Supf ort\th/e iChief Executtve\to\rewew tier two manager remuneration.

/U de;take costmgs and optlon/development Prepare communications for
the\CEK ncludlng letters, wariations as necessary.
. \pM/anage resp/nses to SSC questions on executive remuneration
g DN
T e >Gutcomeéss NS
< .
A ~3 ‘\\\ AN

e RN /
\/‘\\/ \\ \\ \ 7

Support?r mrﬂoye/e Provide support to the Principal Adviser Employee Relations with any

(\
1

™.

e \\ L2

\(

Re[a logs/ PN 3\ (gmuneranon/terms and conditions of service modelling/costing required

N, \ A f/ﬂ N\ /\/ “for bargaining and also in relation to the management of our Individual

N y/ Employment Agreements.
5 /\ \\/ / e As appropriate, support the implementation of bargaining outcomes an@
¢ //\\ < ke flow on impacts to IEAs (for example variations through the remunerati
“\\\ <\/ w2 round).

N
LES Remuneration + Provide technical expertise and support to Business Partners who are the
Management first point of contact for Posts managing LES remuneration.

+ Centrally procure services for remuneration management on an all of
Ministry basis.
Maintain accurate records of LES job sizing centrally.
Provide technical advice on LES pay setting, market reviews and the
annual review of individual pay rates.

« Contribute to the central recording of LES information so that it may be
displayed to managers in Org Publisher.

Administration of NZ e Set the specifications for various calculators (related to remuneration)

Remuneration and that are required for HRIS development. Test the tools that are
Associated Elements developed to ensure they are suitable/accurate for use. Approve tools for
use.

e Check remuneration splits prepared by Business Partners. Help Business
Partners with these calculations.
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Administration of
Overseas
Remuneration and
Associated Elements

Effective Relationship
Management

/\ \\_/\ [

UNCLASSIFIED

Monitor on-shore allowances and maintain as appropriate.
Regularly review daily (per diem) rates and organise updates as
appropriate,

¢ Maintain summary of overseas remuneration and other terms and
conditions of employment that require periodic review. Maintain calendar
of reviews, basis for reviewing elements, and complete reviews on a
timely basis.

» Coordinate communication and consultation on rate,and other changes,

» Manage the 6 monthly ECA updates including- c/onsqltaﬁi ., approvaJ({
communication and instructions to Payroll femmpjementa/tlon / r> O

R s
» Manage and administer location allowanceﬁpdates = A \\J/
\. g / i, N <««.ﬁ *.\ \/\ /\\/\‘/
\> /\ k \ ’ 4/

WO \

Maintain an effective relatmg’ﬁlp W th\Hay and other\remuneratlon
service providers. Act ag tha c;entral/ pomf(of contatt/for Hay on all
remuneration matters.\\_\ N /’\ N2/
« Maintain effectwe workmgq'elatlonshlps wnth all HR colleagues,

demonstrating effecmve/feam work: and coﬂaborat:on
« Maintain eff?ctlve\and trustéd. re\atlcyshlps with unions,
. Malngajnx f@e/ ive relatién nShIpS\Wltﬁ internal stakeholders with a

de“tgtinstrated seﬁtce pr/ VlSIOﬂ commltment

\

\\\/
|

S
Support and /Q . \ >/ \Browde techmcé} adv(ce and support to Business Partners on all

Education for. \4/ D
Busunesg,géftne 7

- \/\\//\
TN\ C?/

O\

/
N N o\f/varlable arrangements in place.

N SN\ | s~ Provide advice to Business Partners on employee benefits.

remungr@tlon \matters
. uca\te Busrﬁess Partners on the detail of how the Ministry’s
N remunera“tlon system operates including the review process and the range

< ANIRY /\Y‘\_’ )‘/

\ " \J
Data andﬂkecord /
Management

/o AR ‘\

{

.\\_\

| \ [ AV
N /
-

N

Reporting

Taxation issues

Qualifications,
Skills,
Knowledge, and
Experience

»  Work with HRIS to ensure that the information the business needs in
relation to remuneration management is captured in a usable format in
the HRIS.

o Work with HRIS to ensure that the tools available to managers are
developed and improved to meet the needs of the organisation.

¢ Maintain accurate remuneration records for each position including job
size, profile and pay band through the HRIS.

. Contribute to all required reporting - internal and external.

» Provide advice on tax issues which impact at an employee level,
particularly in relation to the composition of the remuneration package
and in relation to policy on terms and conditions of employment.

» Obtain advice from and instruct the Ministry’s tax advisers as appropriate.

You must have the following qualifications, skills, and experience:

+ Excellent analytical capability, including the ability to interpret data and
provide strategic advice to the Ministry’s leadership.
» Excellent written capability, including the ability to present complex ideas
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and information in a way that it can be easily understood combined with
the ability to support this with appropriate data, calculations and models.

» Advanced Excel capability and a good level of capability with the full
range of Microsoft office tools.

« Experience with modelling a range of outcomes or initiatives. An
advanced level of capability in modelling remuneration and other options
and outcomes, completing costings and associated analysis.

s Specialist expertise in remuneration management including job
evaluation, market monitoring and reporting, and formulating
remuneration advice and recommendations.

s Well organised, resilient and with the ability to woﬂgi/nder pressure and
to strict deadlines. G\ </ {I

» The ability to work flexibly and effectively ina t/am\gonfext /Th@ab
to work collaboratively and supportlvel nd tq take shar;ed respon’sibﬂftD
for team outcomes, K

» Demonstrated proactivity and stf. hétegu:c:;pablllt)//—\ca\1 evnd/‘nce a

continuous improvement ﬁocus\a /Innovatlon~\ \\ N \/

e A strong results orxentatlo ( a N \
e Well-developed relatlonshrp managep'\ent and mjluencmg skills.
e Sound unders(tandmg of\tlkanga and-Treaty, pf Waitangi principles.
s A strong customer, and/busmgss pa;tnershlp focus, with the ability to
commumcate effef:tlvely wnth\ é,_\ra ge of people.
You;fnust/also =N 32\ {\;\"“
( N - S
e <E£e/able Qtoﬁﬁtg@and maxntaln an appropriate New Zealand Government
<&(> | )/ - Securlty\cleara}nce
Additional, _\~~ None \\\
Comh1e/r5s/ SRS
RN Q NN
RN\ LU RN
SV AN
(v
AN .
SN > N\ =
N RN
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NEW ZEALAND
FORZIGH AFFAIRS & TRADE
Position Description
Position Title Manager, Payroll
Group Human Resources Group
Location Wellington
Reports to Manager HR Organisational Capabilities :
¢ ;:iz Review April 2015 oL T A
/// \ \/ k NN | )/
About the The Ministry of Foreign /Aff‘irss/nd’ Trade ‘works_to make
Ministry New Zealand's voice heard bvelﬁea nd cqr\tnbutes ‘directly to the
security and well- bemg@f all, Ne,w/ZeaIanders
N \‘\\\ 7 \ ‘\ \/
Our purpose Is to creaié the interp atlonal J;cmditlons and connections
for New Zealand and New Zeaﬁ—mdersgo thrive.
/ //“ ‘L‘\ AU
/} \ /\>‘/
o \ N \gtéadershfp\ // \ ‘j /
</> | / amphﬂes New Zealand’s influence and standing in the world;
S5 \ \/// -
REEAN>x Prospenty
//i.\'\i\\ N - \\- \ \dglvers improved prosperity for New Zealand and our region;
T ah
"*-;‘V’ v 7 }- \ /)Kamakltanga

;\/ » delivers solutions to global challenges, for the benefit of present
and future generations;

Stability
» delivers security and resilience to our country, our peopie, and
our region.

Our values are professionalism, leadership, respect, collaboration and

innovation.
About the The role of Human Resources (HR) is to ensure that the Ministry has
Group the people and culture to deliver on the Government’s priorities. HR

provides high-level strategic and operational advice and support to
the Chief Executive Officer, the Senior Leadership Team, and Level 3
and 4 managers to ensure that effective HR strategies are developed
and integrated into all business strategies and plans. This will help to
build a high performing Ministry.

HR is also responsible for the design and delivery of a range of
Ministry-wide HR policies, operational HR processes, and systems
aimed at ensuring that managers have access to the best possible
advice, support, and systems to motivate, develop and manage their
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people.

The HR function recently transitioned to an Operating Model to
ensure that HR services within the Ministry are delivered efficiently
and within a cost effective framework that meets the current and
future needs of the Ministry.

The Manager, Payroll is responsible for managing and ensuring the
provision of efficient and reliable payroll services to all NZ paid
Ministry staff located both in New Zealand and overseas in line with
established policies and procedures, and relevant statutory and
contractual requirements. (Respons:bl//ty does not ega;end to Loca/ly/
Engaged Sta g

g g fD L \(\\/ \\ V / \\
In addition, the role provides advice to err“stry rr\a(nagers and staff S > O
regarding payroll related issues, The< anager, Payrol! will alsp >_ ;
provide advice to the Group Manager, Afrgm tlme/to tlme

\

This position has the followmg»manag@nent respoﬁsabﬂltles
HR Staffing ﬂ(
+  Direct reports's Z(up to1.53

Human Bgsources /
Y N

This @osntlon,has LOA5 Human\ Reso

léman\mal/ ’K \\ / Nl

oY)
T@{poswion\has/ authorlty to approve expenditure as a budget

/Q | / manageﬂ&h\n the annually approved budgets.

Relftrohshlps/ '(he posmo/n is requnred to build and maintain the following

About the
Position
Delegations
//'
/O j"\\\_ '/:‘ {
\"\ <\>V/ /“f\ \
N / o~ \\‘ \ \
’\(4\ B “‘: /\.\>
NN
ST
< \5/( -
oy
\\ \.\.'-\ \
Voo
N

\relatlonshl ps:

s Group Manager Human Resources

« Human Resources leadership team (Manager People Capabilities, @
Manager HR Business Partners, Manager HR Organisational
Capabilities)

¢ The wider HR Group, particularly the HRIS team and HR Business
Partners.

e Ministry staff

e Payroll team members

External {outside MFAT)

* State Services Commission

e ACC

e NGA or other provider

¢ Creditor organisations

e IRD

s Superannuation providers

e Other government agencies (Ministry of Justice, Work and
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Income, Housing NZ etc.)
e Unions

¢ Southern Cross.

Key The following key accountabilities of this role assist in delivering the
Accountabilities Ministry’s purpose:
Leadership and « Lead the Payroll team to set and pursue goals particularly around
Management continuous improvement, customer service and efficiency and

effectiveness (productivity).
» Set performance objectives for team members mclug /ng stretch /
objectives and ensure regular and effective pe{formance |

management and active development of tp (tea SN // {/D \.\\_\
Actively coach and support team membérs, \ \\ AR 98 7
Build team capability and ensure sucgssors\are devekoped jo‘r\)
key roles. P

» Encourage and support in(divthal/Eo expand/thelr \::apablhty and
achieve their career aspirations; ‘Ensure staff@e able to plan for
and access Iearmng/\ nd\dqvejdpment/oﬁportuhftnes

« Ensure team memb\ers haye the detaged\knmledge they require
including knowledge \of/varlous en‘mloyment terms and conditions,
Ieglslan{e\reqmmments ete. LR \ )

. Actlyei wglé with team membersto build commitment to the

o Mlnis ry/\and toli /st !eve@s of employee engagement,
{ ‘Ensu ré-the tearp fprowdes sound consistent advice and

AR anerpretation//to mahagers and employees.

T e /Ensu;;e an e\‘fectlve bring-up system is maintained, for the payrol

O O teaﬁ1 o\foilow-up and process future changes.

{; SO . Manage and report on allocated budgets.

NS
_(\ /<") :\\\é// - /’\\ L\ /
\l?aj?r.oll’ ,/\/\ ‘\ // ,Manage all payroll processing, consistent with our contractual and
M ’nagem\é >/‘/ legal obligations. Ensure the payroil process is correctly initiated
(//”)j_\ Ny and completed in accordance with Ministry policies and relevant
/'//3‘\\ N legislation. Identify and follow up with the appropriate person
TN (this will generally be through the HR Business Partner) any
(NN matters referred to Payroll for action that are inconsistent with
‘\:\5 o legislative requirements or the Ministry’s policy or that have not

been made with the correct authority.

» Manage the payroll accounting procedures for all payroll services
provided by the Ministry.

* Ensuring the accurate and timely processing of altered terms and
conditions of employees and employee requests for other changes
that they are entitled to seek e.g. Deductions, contributions etc.

» Establish and maintain effective operational processes, systems,
and tools to ensure the performance targets of the payroll team
are met.

e Oversee the processing of payroll deductions such as
superannuation, monitoring and reconciling payments as
necessary.

e Ensure employees are treated in accordance with their contractual
and statutory entitiements and escalates issues if required.

* Manage communications with staff on a range of pay-related
matters as a matter of routine or as directed.

s Administer the superannuation schemes.
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Improvements

Accurate Payroll
Processing

N
Pro@e?se‘\‘ g

Compliance and
Auditing

o Man,age\
. /Ma a/é r;{l;nbursements, invoicing, and reporting for ACC.
PR ’\.\w /gvowde o

VAT StateSer\u s Commission.

o
<\\\ pay vent are received from ACC for absences due to accidents.

N\
N
.
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Ensure the payroll function responds to the changing needs of the
Ministry.

Identify, document and, where possible, rectify any deficiencies
found in payroll operation. Work with the HRIS team to log and
test fixes/system changes and to sign off when resolved,

Identify and implement improvements in payroll services and
systems by means of on-going review and enhancement of the
systems and procedures used.

Ensure that high standards of accuracy are mam%at all ://\
times. //\\// Y AN
Ensure adequate checking processes . of/are iny place to epsure\the’ v

fortnightly and ad-hoc payrolls are/processed if an accurq/e N

manner and on a timely ba5|s w}h no to minimal. errors\. Ensure

overpayments are avoided;—\ D ) \\ D

Check and authorise the. f“ortnlgh{ f pay;oll expen\drtures

Check and authonsétbe for /mightly/tawand superannuatlon

payments to yarlous prowcfers AN ND

Maintain a record’ pf overpayments and énsure recovery action is

taken, .\ o o \

Map }e\zng of tax year\processmg and updates.
d of fmanClal ygar “processing.

6at|en/for the invoicing of SSRSS contributions to the

Pré Dai’e an “submit IRD returns.
Keep yp-to-date ACC information and process claims to ensure

Ensure that appropriate internal control processes are in place
and operating so that there are appropriate checks and balances
and the Ministry has assurance of the integrity of payroll
processes. Internal control processes should ensure that the
opportunity to misuse the payroll is controlled.

Ensure the quality assurance of payroll processing through
appropriate checking processes.

Ensure that tools used by Payroll e.g. back pay calculator are
tested and signed off before being used through the live system.
Oversee and conduct the internal daily audit of the payroll activity
to ensure adequate standards of performance and accuracy are
being maintained, and the work is being undertaken in
accordance with sound efficiency, security, and legal principles.

Provide assistance to external and internal auditors conducting
audits of the payroll.

Maintain up-to-date knowledge of audit requirements.
Demonstrate the application of robust internal control and quality
assurance systems to auditors.
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Ensure the provision of routine payroll-related information and
advice to managers and other stakeholders,

Ensure required payroll processing reports are undertaken
including reports necessary for audit/integrity/internal control
processes.

Provide timely and accurate management information on payrall
expenditure,

Provide reports and documentation to external bodies and
auditors as required.

Deliver reports, returns, and other non-standard information for

the HR Grou >
p . /\\('//“
N ¢ \<
Ensure that all team members demonstraL/Thed'ng/h st levels 6f'
customer service., N\ RN ‘\J j

/

Monitor the level of service whlch\t{e payroll/team prowde\s agﬂ'
implement strategies to |mpro(e,tpis >Th1s shou«@\@so\mcjﬂde
generating new and |nnovatlve\lcreas/suggestmns\to xmﬁrove

services to the custo er\ . //} VT N R
Resolve any payrol complamts effeeti vé y and efﬂciently and
mainta <N\ the/quahty of | the' paYroll service.

Ensure t payrolLteam mam/anns a/hggh quality of service and
that all concbrns are reso]v\ed\ i, a \responsive, efficient and timely
malaﬁe . \// <////“ k \\\/\

* @t estred standards ofservnce in the team and personally

41 jlonstra;e }hese behavnou rs.

TN
SN S
/ \ \N\ \:\\\\. by

Ensur apprﬁprlate personal records are created and maintained,

(\ lnclud;mj managing the removal and archiving of personal records
(\ \ fof:ceased employees.

-\>’Ensure all records processed through Payroll are maintained on

personal files. For audit purposes, payroll matters/changes
processed by the team must be supported by documentation on
the personal file. This includes documentation of individual
agreements and variations generated by the Ministry, and other
matters initiated by employees or in relation to employees e.g.
changes in personal superannuation or deductions the Ministry is

required to make by law in relation to child support, tax arrears
etc.

Maintain full records of all relevant CEAs, relevant statutory
provisions, interpretations, and decisions.

Maintain and ensure all necessary documentation is kept
providing the required audit trail.

The Payroll Manager assists and contributes to project
management as directed by the Manager, HR Organisational
Capabilities. This may include:

o Involvement in project planning and implementation for
projects which have the purpose of enhancing payroll
services,

o Managing the team risk and compliance in relation to its
statutory responsibilities as a payroll agency.

o Contributing to the development and review of human
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resources policies, systems, and procedures toc meet the
Ministry’s operational requirements.

Relationship » Establish a strong working relationship with the HR Leadership
Management Team.
e Develop and maintain excellent professional relationships and
networks both internally and externally to the Ministry.
e Actively participate as an effective member of the HR Group and
“virtual teams” ensuring a collaborative culture, commitment to
the direction of HR, and achievement of agreed outcomes.

Organisational - » Understand the Ministry’s strategic priorities anﬁxﬁ‘ﬁ/[evel /\)

Responsibilities outcomes framework and how this role contnbutes tcﬂche /@ ‘x\\\
framework, Ensure team members understandxhow they-. v/‘;, N
contribute to this. o N \»‘ N

» Understand and apply the strat(égnc context m w |ch the Mmlstry
operates, including pr|or|t|es\anﬁ/perspect|v/es of\ the\Mmlsters,
partner agencies, and external stakeholders/ VY \'\ g
e Understand tlkanga arid Treaty of Wa1ta}lg( prmaples and have
sufficient apyem@\:xon of T& Reo Mot to be able to apply the
Ministry Maori dlmensmn, underplnned by Ministry values, in a
way that [s. relevant to the cohtext/of%ur business.
. Beaware oﬁ and adhere tO\\the ‘Mihistry’s Health and Safety
/‘POIICIES anr] procedures,
. . /Share//l’n the 1:}'esponsm“ii:ffor health and safety in the work
SRR (\@vironmer{/b\/ carrymg out work-related activities in accordance
_\/é/\ \ ,/ -~ with safe operatlng procedures and by accurately reporting all
AN o hazards, cclaents and incidents.

PRy //\‘\:‘v/&/ A Other\/utles as reasonably requested by the employer.
COANT (oD
\Know dge/_. <\ | ¥ s>~ Contribute to the continuous development of the Ministry’s
Managgme; it ‘\\\\3 knowledge base by using the Ministry’s internal systems, sharing
AN Y information and data with relevant internal stakeholders,
N —

including contributing to/presenting at internal learning and
development opportunities.
You must have the following qualifications, skills, and experience:

» An HR-based or other relevant tertiary qualification preferred but

KnOWIGdg?r not essential.

and Experience . Atleast 5 years’ experience in managing payroll functions,
preferably in the public sector.

¢ Proven well-developed leadership skills, with the ability to set the
direction, and influence others to be part of the journey. The
ability to lead change. Demonstrated ability to lead and manage a
team. (Includes coaching, motivating and inspiring, managing
high performance, delegating and developing people).
Experience in and knowledge of personnel or payroll operations.
Computer competence including expertise in word processing and
spreadsheets. Advanced capability with HRIS/Payroll systems and
the ability to use a range of these systems.

» Experience in applying relevant employment legislation.

« Experience In Interpreting and applying employment contract
provisions and Human Resources policy.
Ability to communicate clearly, both orally and in writing.
Excellent organisational skills including the ability to work to
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deadlines and achieve results.

e Knowledge of organisation and employment conditions of the
Ministry and Posts.

» Sound analysis, judgement, and problem solving capabilities.

Excellent numeracy skills and the ability to undertake complex
calculations.

» The ability to work flexibly and effectively in a team context. The
ability to work collaboratively and supportively and to take shared
responsibility for team outcomes across the Group.

« Experlence with project management methodologies and the
ability to deliver projects on budget and on time.

¢ The ability to influence and persuade based on spé/ajfst expert|se/>
and ability to problem solve. /\ AN 2 e s .

+ Sound understanding of tikanga and Tregty<of Waltangl pcinaples.f) \-/‘

S~

<

You must also: ,/> N
5 (_/ N \ e

s Hold New Zealand C|t|zen5h|p, \and/) -

+ Be able to obtain and mamtaln an’ appropf

Government Secun(y dearanee. P /, <
.- \

Additional
Comments

41



UNCLASSIFIED

NEW ZEALAND
FOREISN AFFAIRS & TRADE

Position Description

Position Title Senior Payroll Administrator
Group Human Resources Group
Location Wellington /// .

. ~ <\\\\»\///\ /»(
Reports to Manager, Payroll P /)\\// \\> L SN
Last Review /\F/ \\'\.\ N v ./»\ ND S
Date April 2015 RIS ok \/\}';,/

TN N> SN (
About the The Ministry of Foreign Affairs”and Trade-\works) to make
.. ' . e N VTN i
Ministry New Zealand's voice hga(d;‘overs/eas and/ gontributes:directly to the
security and well-being \ingl‘l\ﬂ'/eﬁ/v Zealg'nc\lér‘\s‘:l}\\{/
NN AN T
\ \,

NNy LS NN :
Qur purpose is tb\"'qréaté/the inge‘rgaﬁo/n\al\eond1t|ons and connections
for New Zealand andNew Zealariders fo thrive.

e bl ORI
were COANN
QUEWOFK: ST e
- { _/)) '\\‘\\/// P { / \'-\ \_.\,_ \
¢ \\ N ‘\ | [ '
//. \ v\\) ’\\QLEKE er. Sh\iﬁ:]{;/\\\\\://)
(o | e ampl-iﬁés\‘Ngiv Zealand’s influence and standing in the world;
ey s \"»/’ ~N \\\\\ N

VNN . '»/,r i\\ .\_\ NS
| /é "o Prospelity

N é-j}\v/ PN }eli‘vérs improved prosperity for New Zealand and our region;
RN PR RSN

\,\ <N \/ 8 -\\ 1 L x\\, g .

> SN | o Kaitiakitanga

 \\>\/ s delivers solutions to global challenges, for the benefit of present
and future generations;

\

[
VO Ul AN
/Q N ST

Stability
» delivers security and resilience to our country, our people, and
our region.

Our values are professionalism, leadership, respect, collaboration and

innovation.
About the The role of Human Resources (HR) is to ensure that the Ministry has
Group the people and culture to deliver on the Government’s priorities. HR

provides high-level strategic and operational advice and support to
the Chief Executive Officer, the Senior Leadership Team, and Level 3
and 4 managers to ensure that effective HR strategies are developed
and integrated into all business strategies and plans. This will help to
build a high performing Ministry.

HR is also responsible for the design and delivery of a range of
Ministry-wide HR policies, operational HR processes, and systems
aimed at ensuring that managers have access to the best possible
advice, support, and systems to motivate, develop and manage their
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people.

The HR function recently transitioned to an Operating Model to
ensure that HR services within the Ministry are delivered efficiently
and within a cost effective framework that meets the current and
future needs of the Ministry.

About the Assist the Manager, Payroll in providing an efficient and reliable
Position payroll service to all Ministry staff located both in New Zealand and
overseas in line with established policies and procedures, and
relevant statutory and contractual requirements, The Senior Payroll
Administrator is expected to act for the Manager, PayroH/"during short
term periods of leave/absence. (K P .
Py AN N PNSN
Delegations This position has the following management ;espor( lblIItIeS' s e
( HR Staffing

e Direct reports - 0.

Human Resources

AN Y )
Financial /\ ,‘ ”
N/A. //(«\. N ‘_
Relationships The.po\s/t \IS r“equired <fo bdl@ ahd ‘maintain the following
N relatlens ips: e "\ S
o \‘}nt?emal (w:tflm/,MFA’P)
A /v/ /\ 9! 7 Payfoll\b\/lanager and team
ﬁ\/ \//\;\///‘/ 4N Manager/HR Organisational Capabilities and their team
<///;j\\>///¢ N ": -‘\\ Human Resources leadership team (Manager People Capabilities,
\

,/A\\\\\.\ “”~>'Manager HR Business Partners, Manager HR Organisational
M\ Capabilities)

» The wider HR Group, particularly the HRIS team and HR Business
Partners.

¢ Ministry staff

¢ Post Administration
External (outside MFAT)

» ACC

+« Northgate

» Creditor organisations
e IRD

¢ Superannuation providers

+ Other government agencies (Ministry of Justice, Work and
Income, Housing NZ)

» Unions

¢ Southern Cross.
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Key _ The following key accountabilities of this role assist in delivering the
Accountabilities Ministry’s purpose:

Payroll » Prepare and process data related to payment of salaries,
Administration allowances, and deductions for permanent, temporary, and casual

staff in the Ministry.
» Resolve difficult inquiries wherever possible; escalate to the
Manager, Payroll where necessary.
Calculate overpayments and send letters for recovery,
Manage the payroll in-box and distribute work as necessary.
Set up new employees. e
Process final pay for employees leaving. AN é/” //‘
Process payroll changes and timesheets. /\(.\/\ NG g S NN\
Process desk bank and cheque payments to ag{eed tlmetablef LD
Prepare returns to IRD, GSF, PSA , FSA and\other deductlon \\ )// O
agencies as required. AN --./;\ 2 N\ ":,X ” \/‘
e Prepare and issue post-pay. management reports‘and Ul
spreadsheets. (?\ AN //\ N
« (Calculate and process‘ rnanual péym /nt§ and advances as
required. N\ \ N =
* Maintain all necessary documentatlon \to pr“owde the required
audit trail, )/ PR o>
s O /erate an efféctive bnng up system to follow-up and process
‘futﬁre changes. (¢l
wrfAssnst”w:th the’ end of/fax»year processing.
N Nz ——Assist w¢h’fhe end of/f“ nancial year processing.
L _ev—Assist with' the preﬁaration of regular staffing returns to SSC and
g oxher\GOOerpment agencies as required.
(/\\ NS ,__- Ass@ﬁwnth checking work prepared by the Payroll Administrator.

\\’/

® & ¢ o & & o
o

/
//

aIIowances, and deductions for permanent, temporary, and casual

staff in the Ministry.

Check fortnightly payrolls in a timely and accurate manner. (:j
Ensure the integrity of the payroll system is maintained.

Check payrolt deductions, including superannuation, monitoring

and reconciling payments as necessary.

Ensure special types of leave and changes to leave entitlements

are actioned in accordance with approvals.

s Check that approvals have the right level of delegated authority

and are consistent with legal, contractual and policy provisions.

Provision of advice e Investigate and research matters related to the application of

on terms and terms and conditions of employment. Where appropriate,
conditions of formulate recommendations for approval under delegated
employment authority.

e Consult the Principal Adviser ER in relation to legal and
contractual matters in order to formulate appropriate
recommendations.

e Support the Principal Adviser ER to resolve issues related to the
terms and conditions of employment of individuals.

ACC Processing » Ensure ACC claims are promptly and accurately processed.
Complete ACC forms for earnings information (ACC 3), assessing
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abatement (ACC38), and reimbursement agreement (ACC 72).
¢ Ensure accurate leave records for ACC absences, and that
supporting ACC records are kept.
s Follow up outstanding issues until settled.
» Ensure refunds are accurately credited to appropriate budgets.

e Assist with the annual ACC returns for all agencies.

Check documents and process accurately and within deadlines.

» Direct staff to HR policies when required and provide with contact
details and written information.

to:

N
/

Oversee the management of leave carried oukby/th‘eé roll
Administrator. This includes ensuring th<at pfoceSse;\are in plac

\

o Check that staff are entermg/le/\onllﬁe) by checkmg 3

patterns, checking records; that qre = not updatmg\ VW

o Ensure that manual leave xs belﬁg proces‘sed\acéurately

o Ensure that those Wwho myst slﬁ)mlt/maqual/attendance
records are dmng s\crand/tﬁat mjs/mg \records are followed-

up. e

\\\\,/
\\\\

» Ensuret e\Payrol!Admlnlstra{:or |§ memtoring leave trends and
leave balances and” alerting, managers to this.

. Proce>ss Le /e appllcat“@ns\aﬁdvl\'nonthly attendance sheets in both

/ﬁa,iq copy and Kig: sk a

.t ~EDS)Jre leave (adecatl

O

Epligations where applicable.

ns and approvals are correctly processed,

D Sand special leave (inéluding ACC and changes to leave

\

\
\

154 \’entlth.{lients) are actioned in accordance with approvals,
" Mamta\n “acctirate and appropriate leave records.

=2
)

e \/

\J

\- ASSlSt with the removal and archiving of personal files for ceased

o Y employee.

Ensure personal files are created and maintained.
Ensure full records are received before final filing action is taken.

suggestions to improve the team’s customer service.

Contribute to setting the desired standards for service, maintain
the highest levels of customer service personally and contribute

+ Communicate with staff and overseas Posts on a range of pay and
leave-related matters as required, including briefings, inductions

and ACC.

* Resolve any complaints effectively and efficiently to enhance
confidence in the quality of the payroll service.
» Ensure that the service provided is responsive, timely, and highly

accurate.

» Establish a strong working relationship with the HR Leadership

Team.

» Develop and maintain excellent professional relationships and
networks bath internally and externally to the Ministry.

. Actlvely participate as an effective member of the HR Group and
“virtual teams” ensuring a collaborative culture, commitment to
the direction of HR, and achievement of agreed outcomes.
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Organisational . Understend the Ministry’s strategic priorities and high-level
Responsibilities cutcomes framework and how this role contributes to the
framework.

» Understand and apply the strategic context in which the Ministry
operates, including pricrities and perspectives of the Ministers,
partner agencies, and external stakeholders.

» Understand tikanga and Treaty of Waitangi principles and have
sufficient appreciation of Te Reo Maori to be able to apply the
Ministry Maori dimension, underpinned by Ministry values, in a
way that is relevant to the context of our busmess./)

« Be aware of and adhere to the Ministry’s Health/ahdﬁafety
policies and procedures.

e Share in the responsibility for health arxd/safe /Nthe wor k N A .
environment by carrying out work/r(élated attlw ies in acqerdanc
with safe operating procedures and by\ accuratel )l eportmg/all
hazards, accidents and in;adents 2 \ > LN

s Other duties as may be re/asona )y requested by\the employer

Lo \g /// ///\ N

Knowledge » Contribute to-the co ihudus developme £.of the Ministry’s

Management knowledge base b/y using the'l Mlnistry( Mnternal systems, sharing

lnfqmatron and- data wutl'r relevant internal stakeholders,
mclgding ,contnbutmgeto/present’ ing at internal learning and
/ /»VdEVeR)pment opfportymtreS/
/\ N D - / (o
Quahflcatums, b You mu;t haverthe foflowmg qualifications, skills, and experience:

Skills, % //)v . Quallﬁcai: in Human Resources Management or Administration
K yvl dge)v o s pre\‘era le.
(%nd Beﬂenc/e o\ SQund experience (at least 3 years) in processing/running NZ

s

N

\

22

A0 \\ N\ Ly \\/payrolls - preferably in the Public sector.
O /,';)‘ L\ % Exposure to legislation - relevant to Payroil and HR, specifically
/,<( '\\ / D the Holidays Act 2003, the Wages Protection Act, the Employment
PR\ N Relations Act.
- (/\ < « Able to set up, manipulate and to perform basic analysis of data.
SN, \/ e » Ability to work accurately without close supervision.
oV » Computer competence including expertise in Word and Excel.
~ Capability with Payroll/HRIS applications.

¢ Ability to communicate clearly, both orally and in writing.

+ Good organisational skills and the ability to achieve results and
meet deadlines.

¢ Knowledge of organisation and employment conditions of the
Ministry.

« Work well and flexibly, collaboratively and collegially within each
HR team and across the HR Group.

» The ability to persuade and influence and maintain credibility as a
specialist.

» The ability to adapt in a changing environment and respond
constructively to change.

* Sound understanding of tikanga and Treaty of Waitangi principles.

You must also:

+ Hold New Zealand citizenship; and
« Be able to obtain and maintain an appropriate New Zealand
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Government Security clearance.

None

itiona

Add

Comments
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NEW ZEALAND
FOREIGN AFFAIRS L TRAOE

Position Description

Position Title Payroll Administrator (up to 20 hours per week)
Group Human Resources Group
. . />
Location ) Wellington . \/\\///\/ V/A
Reports to Manager Payroll /?\/\% \\\\:__// t/f:’> \_: ) O
. [N NV AN
Last Review : SRR AN
y N 4 ‘\\\ NS »,,/
Date ppri 2015 PRI RGP I
AN A
About the The Ministry of Foreign ,Affa'{rs’ ; and Trade\ won@ t6 make
Ministry New Zealand's voice heard\ overseas- -and cenfnlbu;e%dlrectly to the
security and well- be/ng/of all\New/Zealgnders N\t
o \\\\ N\ NN \\)

Our purpose is to, create the lnternatlonal cendltlons and connections
for New Zegland andh New Zealande 16 thri
NN . L

0 r‘wc;r/)\\ s
(%g\ So T N

- < Leédersplp o 9\;‘\ J)

A \ /-\w ampjlf'es Nevs( Zealand’s influence and standing in the world;
v L N \\ >

DN s Prosperity”

-~ @ delnvars improved prosperity for New Zealand and our region;

\ N >/ka1t/ak/tanga
_.\\ 7 e delivers solutions to global challenges, for the benefit of present
A and future generations; Q

Stability
» delivers security and resilience to our country, our people, and
our region.

Our values are professionalism, leadership, respect, collaboration and

innovation.
About the The role of Human Resources (HR) is to ensure that the Ministry has
Group the people and culture to deliver on the Government’s priorities. HR

provides high-level strategic and operational advice and support to
the Chief Executive Officer, the Senior Leadership Team, and Level 3
and 4 managers to ensure that effective HR strategies are developed
and integrated into all business strategies and plans. This will help to
build a high performing Ministry.

HR is also responsible for the design and delivery of a range of
Ministry-wide HR policies, operational HR processes, and systems
aimed at ensuring that managers have access to the best possible
advice, support, and systems to motivate, develop and manage their
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people.

The HR function recently transitioned to an Operating Model to
ensure that HR services within the Ministry are delivered efficiently
and within a cost effective framework that meets the current and
future needs of the Ministry.

About the Assist the Payroll Manager in providing an efficient and reliable

Position payroll service to all Ministry staff located both in New Zealand and
overseas in line with established policies and procedures, and
relevant statutory and contractual requirements.

Delegations This position has the following management responsxb{r
HR Staffing
s Direct reports - 0.

Human Resources

N/A.

Financial

N/ A. e AN N »\\/, P \:\\ 3 \ ‘v\\)
Relationships The position |irequ|}ed» fo buxld ang‘ mamtam “the following

relations IpS’ S < N P

/\\ ~ ,‘\ Pl

I“tem{ ’CWltbiﬁ MFAT) > y\)

e anro]l Man/a,gen and team
P “\\ K\\

N /
/(//A) L Manager HR\O%amsatlonal Capabilities and their team

//)'f\‘\\ ‘:\\(/:/)\V- Human\ esgches leadership team (Manager People Capabilities,
AN D Manag HR Business Partners, Manager HR Organisational
//;}\\ \g/ T R S Capab‘lltles)
Rl P X "r\>The wider HR Group, particularly the HRIS team and HR Business
- < \‘\(\ (“ - {/§\_>\/‘ Partners.
/\//,\\\5/ "« Ministry staff
SN T «  Post Administration
SO External (outside MFAT)
s ACC
« Northgate
* Creditor organisations
e IRD
* Superannuation providers
» Other government agencies (Ministry of Justice, Work and
Income, Housing NZ)
s Unions
» Southern Cross.
Key The following key accountabilities of this role assist in delivering the

Accountabilities Ministry's purpose:
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Prepare and process data related to payment of salaries,
allowances, and deductions for permanent, temporary, and casual
staff in the Ministry.

Resolve inquiries wherever possible; escalate to the Payroll
Manager where necessary.

Set up new employees.

Process final pay for employees leaving.

Process payroll changes and timesheets.

Process desk bank and cheque payments to agreed timetable.
Prepare returns to IRD, GSF, PSA, FSAD and other deduction
agencies as required.

Prepare and issue post-pay management reporj;s arﬁ /)
spreadsheets. \‘ (/ - /\ \,
Calculate and process manua! paymentgan’d adVaDces as ( g - A
required. A N LA )
Maintain all necessary docume/nta 1A o prevxde the\requn’ed\

audit trail. ,/// L TN U

Operate an effective brmg—up r y/st/em to foHow-Up%d ‘process

future changes. . i\ \ b ’”‘ \ ) o

Assist with the end of tax year proces{ng o
Asslist with the end of fmancnal yearprocessmg
Assist with the' pl:eparatlon of\ regularstaff ing returns to SSC and
oth)e G/overnment agenc:es as requlred
/ g \/ < /) .

o Check\ that staff are entering leave online - by checking
\ 5 pbtterg\s/ checking records that are not updating.
Ensure that manual leave is being processed accurately.
“Ensure that those who must submit manual attendance
records are doing so and that missing records are followed-
up.
Monitor leave trends and leave balances and alert managers to
issues.
Process leave applications and monthly attendance sheets in both
hard copy and Kiosk applications where applicable.
Ensure leave applications and approvals are correctly processed,
and special leave (including ACC and changes to leave
entitlements) are actioned in accordance with approvals.
Maintain accurate and appropriate leave records.

Assist with processing ACC claims, completing ACC forms, and
processing this through payroll.

Ensure accurate leave records for ACC absences, and that
supporting ACC records are kept.

Follow up outstanding issues until settled.

Ensure refunds are accurately credited to appropriate budgets.
Assist with the annual ACC returns for all agencies.

Process superannuation documents accurately and within
deadlines.

Direct staff to HR policies when required and provide with contact
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details and written information.

Personnel Records

Prepare and maintain personal files.

* Ensure full records are received before final filing action is taken.
* Assist with the removal and archiving of personal files for ceased
employee.

Customer Service Contribute to setting the desired standards for service, maintain

the highest levels of customer service personally and contribute

suggestions to improve the team’s customer service.

» Communicate with staff and overseas Posts on a range of pay and
leave-related matters as required, including brieﬁnggijhductions -

PO A SN

and ACC, AN N P N\

e Resolve any complaints effectively and efficient 7t

/\>

N e N
I\y>to/enhar}c§ (T e
confidence in the quality of the payroliservice, C\\j
. . . i « N g Lo,
¢ Ensure that the service provnde;l/is r\esg,onswe, timely, and S/,ghly
¢ //\ AN N NN i 5
accurate, BERNESIN Sy Y
- \ “ BN
O\ (& / (\ SN
PR N\ Y [ /\\‘ iy

O ! i
. . . ATPRLNY A s TN NG
Relationship « Establish a strong(/wénklnd\\;e ationship with thi
Management Team. N O W
» Develop and maintain excellent proféssional relationships and

networks both interfially arighexterally to the Ministry.
o ActiVely participate as@ﬁ\éff\ecgiv\e/ member of the HR Group and

z

3

“l';i'R Leadership

/}Tﬂr“tua/‘[;t/\eafﬁs” ensurl coilaborative cufture, commitment to
i ST Y PRy WA 7.
e ;\hje ;Ime/ctlon/gf HR, ar/]d,,achlevement of agreed outcomes.
o\ N
RS R R TSNS N e .
Organisational, e Und\’exf‘stan}i the Ministry’s strategic priorities and high-level

TN -\ framework.

O(f\ T a0 }Q\L‘\/Jlﬁerstand and apply the strategic context in which the Ministry

AN O\ | ¢~ operates, including priorities and perspectives of the Ministers,

v partner agencies, and external stakeholders.

¢ Understand tikanga and Treaty of Waitangi principles and have
sufficient appreciation of Te Reo Maori to be able to apply the
Ministry Maori dimension, underpinned by Ministry values, in a
way that is relevant to the context of our business.

+ Be aware of and adhere to the Ministry’s Health and Safety
policies and procedures.

* Share in the responsibility for health and safety in the work
environment by carrying out work-related activities in accordance
with safe operating procedures and by accurately reporting all
hazards, accidents and incidents.

* Other duties as may be reasonably requested by the employer.

e \
Resppq,/sfl;b\il\i‘tje \»}/ . outcarmes framework and how this role contributes to the
!

Knowledge + Contribute to the continuous development of the Ministry’s

Management knowledge base by using the Ministry’s internal systems, sharing
information and data with relevant internal stakeholders,
including contributing to/presenting at internal learning and
development opportunities.

Group support » Work collegially with other staff to provide support services to the
Group as payroil duties allow.
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Qualifications, You must have the following qualifications, skills, and experience:

Skills, + Qualification in Human Resources Management or Administration
KnOWIedg?r is preferable.
and experience . Some previous experience in processing/running NZ payrolls -
preferably in the Public sector.
+ Exposure to legislation - relevant to Payroll and HR, specifically
the Holidays Act 2003, the Wages Protection Act, the Employment
Relations Act.
Able to set up, manipulate and to perform basic analysis of data.
Ability to work accurately without close supervnsmn
Computer competence including expertise in Word@nd Excel.
Aptitude for Payroll/HRIS applications. < \\ h C
» Ability to communicate clearly, both orally- ancb/h Wr mg VoS
Good organisational skills and the ablhty/to achieve resqlts and\/ ‘/ \ /\ O
meet deadlines. /L N
o Ability to develop knowledge of thgorgamsatlon,andkmplo??nent
conditions of the Minist AR
o Ability to work well anddlexnblz,vcoﬂabogatlf v a’nd coliegially
within each HR teanj and\acro s theyHR* Group/ /
+ The ability tope?suade\and lnﬂuence\arkd\maxntaln credibility as a

specialist. %\ WV ¥ ,\> N
* The ability to adapt in a cha \g{ng ghvironment and respond

\ N

cpgstructtvely to chagge N IR

Ffs‘o* \n/ underst/apeling/eﬁ ti an a and Treaty of Waitangi principles.

/> .

. AN i

N, et
i

P \\ >\ oumust aISO'/ '.‘\-\-»'///!
L L7 R

Hol(New Zealand citizenship; and

Be\able to-obtain and maintain an appropriate New Zealand

/"\Q / - "\ overrfment Security clearance.
//’\ A ‘./\ N\
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Annex c: Assessment Criteria for Reassignment

The assessment criteria have been taken from the Ministry’s Capability Framework and
the position descriptions. You should refer to these documents for additional information
on the capability requirements.

Position: Manager HR Systems and Reporting (Frontline Leader)
Pay Band: 19

Capability Framework Job Description reference Weighting
Thought: Integrate wide . e Well-developed leadership skills, abxllt}gf(/o set - 34
ranging information and make direction, and influence others. N \\ : /, AV{\
effective decisions. e Strategic thinking capability mdUdmg focus on / r \/\ NS
» Technical expertise improvements in organgat(onal\capgbxﬁty, /\\ ‘\ N / N
¢ Analytical and decision performance and productwﬁy A /\\5/
making e Project management/ ( > : l

s Strategic Leadership o« A comprehenswe\understandlng/oji\k[

strategic use.of HR lnformat;on in ay \rrety of

contexts, -\ \ AN // - \/\ N

. Technlcal \capablhty wi th HR\mformatlon
sys?:ems - LR
e Analytical capabll}{y\mth mformation
-\ Problem.salving-. |
- \L/, . Ad\@nced Excel >SQL, relational databases skills
Deliver: Manage and\co/ ,; T . /A)strong results arientation. 3
ordinated thelr/teamu _deli V er @ A/focus on continuous improvement.
outcomes. (“C/ > AN
. Achrevemer\t;dr' ve SN
. ~Wor3/ma\‘1a)gement/ \ Ao
%< ‘Acl'@f g throqgh others
. Managlngwork‘ area/
performa’nce\ \
Inﬂuélce:\ (s ﬂuence and » The ability to lead change. 2
] msplre their team and * The ability to work with and influence diverse
- stakeh\olders organisational interests
Y »} “Communication » Resilience and perseverance to overcome
~~te Influencing and inspiring barriers and achieve outcomes.

* Political acumen ¢ Customer service
» Change leadership ¢ FEffective communications
People: Lead a team which * Motivate and inspire innovation and high 2

collaborates to deliver results performance.

e Relationship management Ability to build teams.
Interpersonal skills Relationship management skills
Cultural and language skills

Developing people

Team leadership

Self: Self-reflect to adapt and 1
improve work approach.

e Self-awareness and agility

» Developing self

+» Managing pressure

e Integrity
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Position: HR Reporting Analyst (Professional)

Deliver: Manage personal
workload to deliver required
outcomes.

Achievement drive

Work management -

information and
influence othe,s«
Co municat
. /Inf[uenclng/ nd mspmng
N )P\oh”tsoalécumen N
.@lamplon}ng orgamsatlonal

\ NN,
o culturehv Py LT

Peop’ie. \Collébc)rate to deliver
) résults? S
~ e /Relatlonshlp management
\ |\ Interpersonal skills
Cultural and language skills
Develaping others
Team focus

|qqast6/

,\>

N e

Self: Self-reflect to adapt and
improve work approach.
Self-awareness and agility
Developing self

Managing pressure
Integrity

/’\\

/ \\ &
AN

skills. e { (

\\\\\ /‘I'

PR B! ] | \\/
/

///)\ h \ N ;
Res’hent abljlt(to work. under préssure and to
%trlct deadlmes

4 ',
;‘\\ \

. Strateglc capabil(ty and focus on continuous
5 lmprovement g “lpnovatlon
&/ Strong resuits: onentatlon

)
Influence: Clear(Ly\cbmmum;afe . /Excellehtivntten capability/ability to present

\/comglex ideas

D\ Customer service and business partner focus.

: “Ablhty to communicate effectively with a range
of people and a track record of superior
customer service

Work flexibly and effectively in a team context.
Work collaboratively and supportively and to
take shared responsibility for team outcomes
The ability to work flexibly and effectively in a
team context. The ability to work collaboratively
and supportively and to take a shared
responsibility for team outcomes.

Understanding tikanga and Treaty

Relationship management

Pay Band: 17
Capability Framework Job Description Reference Weighting
Thought: Analyse information e Analytical capability, ability to interpret data and 3
and make effective decisions translate into advice
within domain of specialist s Advanced Excel capability, Microsoft tools
practice. « Modelling capability
+ Technical expertise » Understanding of HR and operational use of HR
* Analytical and decision information - P
making skills s Technical capability with HR Int;qrmatlon/ O <
« Organisational alighment Systems and advanced capabihty{wth \reportlng h> N \) C
tools N AN T
¢ Understanding of HR/IEey toncepts A \ [ \\-/
» Experience w1th6“urvey desngn and/suqvey tools -
» Advanced Exce\l\SQL/and> relatignal. database
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Position: Manager Payroll (Frontline Leader)

Pay Band: 15
Capability Framework Job Description Reference Weighting
Thought: Integrate wide * Experience managing payroll preferably in the 3

ranging information and make
effective decisions.

Technical expertise
Analytical and decision
making

Strategic Leadership

Deliver: Manage and co-

ordinated their team to deIMeﬁ\ -

public sector

Well-developed leadership skills with the ability
to set direction and influence others.
Personnel and payroll knowledge. ///
Computer competence including derd ahd -
Excel. Advanced payrolI/HRIS/capabﬂltyV
Knowledge of employment leglslatton > a
Ability to interpret emp oyment €on racts, and y
HR policy /> O J’ !
Analytical and- proble /so[\nng 9apab\ltty,\sound
Judgement/ N

Excellent; numia@cy sklll /anﬂ the wablhty to
undertake complex calculétlonsy

PrOJect management NN > >

Excellent orgamsaﬂon‘ skllls including the ability
/to work«to /deadl‘mes and achieve results

//\_ \‘ ..\

/. )

outcomes. Ay 7~
¢ Achievement drgve x/\/ e /// LN
*  Work managemetit ( N2
. Achle ving tﬁﬁggmers/ O
. g{hg workarea N
- "e\ fopmanes <\ \0°
Inﬂuence. Inﬂue%c@agd/ o Ability to lead change
inspire the;/ieam nd” e Oral and written communication
stakeholders f » The ability to influence and persuade based on

empmx)mcahon
* /fmﬂqencmg and inspiring
“}\Political acumen

. }-,\ “€hange leadership

People: Lead a team which
collaborates to deliver results
Relationship management

s Interpersonal skills

e Cultural and language skills
* Developing people

s Team leadership

Self: Self-reflect to adapt and

improve work approach.
Self-awareness and agility
Developing self

Managing pressure
Integrity

specialist expertise

Customer service and business partner focus.
Ability to communicate effectively with a range
of people and a track record of superior
customer service

Ability to lead and manage a team ~ coaching,
motivating and inspiring high performance,
delegating and developing people.

The ability to work flexibly and effectively in a
team context. The ability to work collaboratively
and supportively and to take a shared
responsibility for team outcomes.

Understanding of tikanga and Treaty

>

- T)v \‘\ \\

f
A
SR
\\\//

N

NS
N2
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UNCLASSIFIED

Position: Senior Payroll Administrator (Professional)

Pay Band: 14

Capability Framework

Job Description Reference

Weighting

Thought: Analyse information

and make effective decisions

within domain of specialist

practice.

« Technical expertise

» Analytical and decision
making skills

¢ Organisational alignment

Deliver: Manage personal
workload to deliver required
outcomes.

» Achievement drive

« Work management

Influence: Clearly communicate

information and ideas to

influence others. N

» Communication - '/
» Influencing and mspmng<
« Political acumen { ¢~ "~
L]

Champxonjng(omamsational
- H
(/) ‘ ¢

culture/ D

Pe/oupl/ie:\ Colk/borate to délzv%r\ .

i £so o < \
-, RRelationshtp management
lnterpgrsonal skllls» g
\-/‘ Culturalvand\language skills
Developmg ‘others
feam focus

/o/ \

\I\ Self>Self—reflect to adapt and
) | improve work approach.

» Self-awareness and agility
Developing self
Managing pressure

Integrity

N\
,/\ -\_ N\ \._
~

5 \\/

» Experience processing/running payroll

e Understanding of employment legislation/
employment contracts/Ministry policies

Basic analytical capability

Advanced numeracy skills and high level of
accuracy .

]

]

Excel, advanced capablhty w?th pay(oli/HRIS

» Good organisational . skllls and abmty to aci\eve ~
results and meet;:leadhnes \ L >

O, & - /
PRGN
RN TNy
Do\ IR a0l
N~ N \1/ J \ \\ N o
RN \\ // o /
Ora[ a B‘wntfen comm

uﬁtcatlon skills
. The abmty to pers[]ade\, and
ne G it ty‘as a’specialist
~ TRy

influence and

\/

\
N

“The ability to work flexibly and effectively in a
team context. The ability to work collaboratively
and supportively and to take a shared
responsibility for team outcomes.

Understanding of tikanga and Treaty

Ability to work without supervision

Computer competence mcllylr(g\\Wgrd and -
/,\> A\

3

e

/\X

N

N\
J
/3

C

56



UNCLASSIFIED

Position: Payroll Administrator (Professional)

Pay Band: 12

Capability Framewaork Jab Description Reference Weighting

Thought: Analyse information
and make effective decisions

Experience processing/running payroll
Understanding of employment legislation/

improve work approach.

-]¢ Self-awareness and agility

¢ Developing self
* Managing pressure

e Integrity

3

within domain of specialist employment contracts/Ministry policies
practice. » Basic analytical capability
» Technical expertise » Advanced numeracy skills and high level of
.+ Analytical and decision accuracy // P
making skills s Computer competence 1ncludmg)N0/i‘alad //<
¢ Organisational alignment Excel, advanced capability w1th/pay(telI/HR[/S //~
Deliver: Manage personal * Good organisational skills and ablllt;/ to ach|eve \J/ 3
workload to deliver required results and meet deacﬂines . ho N L /.‘;
outcomes. AN N o, U
» Achievement drive SO
» Work management :
Influence: Clearly communicate » O;al and Wr\tteh commumcatlon skills 2
information and ideas to *+ Thea xhty to persuade and.influence and
influence others. ,\‘/(,A_:\\mamtain credlblhﬁy as a specialist
e Communication //‘ Y. i N
* Influencing and inspiring, / \
* Political acumen.. f;\ = P
e Championing oqganisatlonal ¢ ( //
culture <2 |2 30
Peaple; \Collabo;ﬁte to dell\ger\ N -V*The ability to work flexibly and effectively in a 2
resufts/ N ) 5% > team context. The ability to work collaboratively
o )Relat’r nshlp manageme/nt and supportively and to take a shared
. 'Tnterpersoﬁal skills N responsibility for team outcomes.
““Cult al/\emd \lagguage skills « Understanding of tikanga and Treaty
. DeVelopmgythers
-//Tea/\ focus
N Self' ‘Self-reflect to adapt and  «  Ability to work without supervision 1
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UNCLASSIFIED

Position: Principal Adviser Remuneration (Mid-level Professional)
Pay Band: 19
Capability Framework Job Description Reference Weighting
Thought: Analyse complex + Analytical capability including the ability to 3
information and make effective interpret data and provide advice.
decisions within domain of s Advanced Excel, Microsoft capability
specialist practice. s Experience with modelling
» Technical expertise s Specialist expertise in remuneration
» Analytical and decision management including job evaluatlopfmarket )
making skills meonitoring and reporting, formulatlng\adee (//(
» Organisational alignment and recommendations AN \/4 NS~ /;> \) i
Deliver: Manage personal ¢ Well organised, resment V\{Ifh the ainlnty to work \\ 5y
workload to deliver required under pressure to,ey'ufdeadlmes N\ BN >
outcomes. + Strategic capablllty,aﬂd foctis on contlrkous /(
e Achievement drive lmprovemen”t/and uﬁovatlon \\\ O
« Work management . Strong,resmts onéntétlo/n/ \/ /, ™
Influence: Clearly communicate /Wntten capabll/ty incliding the ablllty to present 2
information and ideas to cémplexyldeas and mfo\rmation
influence others. PSRN Customer serwcé and/busmess partner focus.
» Communication P /\ ; Ability /tert:ommujncate effectively with a range
 Influencing and mspnyg’/ “ 7 of peoplfe/ 0
» Political acumen_ ;\ S ‘/ ™ \‘
e Championing orgamsatxonal 6 N
culture < ///> ( > — \ \\ =
Peo /e.\ Collaboréte to dehver\ Y The ability to work flexibly and effectively in a 2
resuylts; % ' 7 team context. The ability to work collaboratively
‘ <-) »R\e{aﬁonshlp management and supportively and to take a shared
1o \In’cerpe;sonal Sk’IJlS) responsibility for team outcomes.
-/ Culturaﬂ and tquuage skills = Understanding tikanga and Treaty .y
@eve(qpmg/ others C:)
. \Team foctis
N Sc.{lf.VSelf-reﬂect to adapt and 1
', | improve work approach.
e Self-awareness and agility
» Developing self
s Managing pressure
e Integrity
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