	Position Description
	[image: image1.png]MINISTRY OF

HEALTH

MANATU HAUORA





	
	


	Position Title
	Manager

	Team
	Disability Policy 

	Business Unit
	Policy Business Unit

	Work Role Group
	Line Manager
	Job Band
	20

	Delegated Authority
	HR
	Level 4
	Finance
	Level 4


The Ministry of Health is the Government’s principal advisor on health and disability policy.  Our job is to protect the health of New Zealanders and, through leadership of the health and disability system, we help New Zealanders to live longer, healthier and more independent lives.  We work with health and disability providers and manage a programme of work that supports the government’s priorities.

Business Unit / Group description

The Policy Business Unit is the lead Ministry business unit for developing and providing policy advice to Ministers and carrying out related policy functions in the Ministry’s areas of responsibility. The Unit works with, informs, and is informed by, the work of the Ministry’s clinical, operations, purchasing, programme development, funding, and administration of legislation functions to support the delivery of a more effective health and disability system.  The Policy Business Unit consists of three policy groups: Populations Policy; Strategy; and Sector and Services Policy, alongside a Health and Disability Intelligence Group, a Business Services Team, and the National Health Committee.
To support the delivery of first class policy advice the Policy Business Unit expects policy staff and teams to demonstrate:
· Responsiveness to the Government of the day

· Development of excellent public policy skills 

· A rich understanding of machinery of government

· Development of sound, evidenced based, approach to health and disability policy issues

· Excellent consultation techniques that ensure effective, innovative and appropriate consultation that enriches the development of policy advice.

· Effective cross Ministry collaboration.

Group description

The Populations Policy group develops policy on issues that affect the health and independence of groups with specific needs.  These groups include:  people with disabilities; older people; children and youth; pregnant women; and people with mental health conditions and addictions.  
The Disability Policy team provides advice on disability issues, working collaboratively with the National Health Board, other government departments and the disability sector.

Position purpose and responsibilities

Managers in the Populations Policy Group are expected to provide high quality policy leadership and direction. They are expected to ensure the Ministry is the key player in the provision of health advice and a trusted advisor to the Government of the day – including anticipating, meeting, and exceeding, Ministerial expectations.
The Manager, Disability Policy will lead and direct the team with a focus on delivering a high priority programme of work. The Manager’s focus will be on: 

· Building credibility and trust with the Minister and the Minister’s Office

· Identifying and building key relationships in the disability, health and government sectors

· Establishing a coherent approach to disability initiatives across the Ministry of Health and government

· Ensuring the Disability Policy work programme is delivered with a sense of urgency, on time and to a high standard

· Taking ownership of the team’s work and being accountable for outputs

· Providing intensive on-the-job direction, coaching and quality assurance to staff

Key responsibilities include:

· Leading and managing the Disability Policy team and work programme

· Providing sound, clear and concise policy advice that responds to Government directions and improves outcomes for disabled people

· Participating in the wider Ministry management and structures

· Building and managing key relationships in the Ministry of Health

· Managing external stakeholder relationships in the disability, health, community and government sectors.

The Manager, Disability Policy will need to have a strong understanding of public policy and machinery of government processes, and the ability to get to grips quickly with disability issues.  They will need to be highly adept at relationship, staff and stakeholder management.  They need to maintain composure under pressure and demonstrate sound judgement while juggling multiple competing demands.
Key accountabilities and performance expectations including but not limited to:

	Key responsibilities
	Performance expectations

	Lead and manage
	· Lead by example, model positive behaviour and inspire staff in a way that gets commitment and motivates them to get the required results.
· Determine results required from the team and take appropriate action based on intervention logic and evidence.
· Align people and resources across the team to ensure required results are delivered.

· Monitor performance and capability of the team and take action to improve if required.

· Develop and maintain a culture of high performance and implement systems and processes that will ensure on-going performance improvement.
· Monitor delays or risks to delivery of priority work and initiate action if required.
· Monitor the quality of policy advice provided by the team and initiate action if required.
· Monitor financial performance of the team and initiate action if required.

· Manage and support direct reports, fostering high standards in the quality of outputs, and promoting a quality service focus.
· Develop and deliver an annual programme of work for the team that aligns with the Group’s responsibilities, key functions and the Ministry’s outcomes.

· Ensure all team members have an agreed annual performance and development plan and are provided with regular feedback and support to achieve objectives and bridge development gaps.
· Ensure all team members have clear definitions of roles, responsibilities and accountabilities and are appropriately supported to perform to their optimum.

· Contribute to the development of an effective group and business unit management.
· Take responsibility for meeting the Ministry’s obligations in workplace health and safety.
Outcomes include:

· Staff in the team show a high level of engagement / satisfaction e.g. as measured through Gallup or similar.

· The team’s work programme is delivered to a high standard.

· The Ministry’s vision, values and priorities are communicated to staff.

	Support the Government of the day
	· Provide strategic and risk management advice to Minister(s) on issues within the team’s area of responsibility.
· Communicate expectations and feedback from Minister(s) to the team and other stakeholders.
· Support Minister(s) to work with colleagues in other portfolio areas.
· Monitor the team’s progress and performance in supporting Minister(s).
Outcomes include:

· The delivery of high quality, timely support and advice to Ministers
· Staff in the team have a clear understanding of Ministers’ expectations.

	First class policy advice
	· Maintain the reputation of the team through the formation of high quality strategy and advice.

· Build the capability of the team’s policy function and implement systems and processes that will ensure on-going performance improvement.
· Monitor issues in the public arena and initiate action to manage risks to the Ministry’s reputation.
Outcomes include:

· The delivery of high quality, timely, evidence based advice that supports the delivery of the Ministry’s and Government’s objectives
· Well-planned and managed policy and strategy development processes
· The position of the Ministry and wider Government is properly represented.

	Health and safety
	Take responsibility for meeting the Ministry’s obligations in workplace health and safety by:

· ensuring that all direct reports have a health and safety induction within the first 2 weeks of their employment 

· ensuring that all accidents/incidents and near misses are reported within prescribed time frames and are investigated.

· following effective injury management and rehabilitation processes for injured staff

· ensuring that all hazards identified are managed as per the Ministry’s hazard management procedures.

· including health and safety discussion in team meetings
· leading and promoting required health and safety initiatives by acting as a role model and encouraging staff to participate in health and safety initiatives.


Key relationships

All Ministry employees have a responsibility for managing relationships in some or all of the key sectors we work with.  In this role, the key relationships to be developed are as follows:

	Reports to
	Group Manager, Populations Policy.

	Responsible for
	A policy team of four direct reports.

	Internal Ministry relationships
	DDG Policy Business Unit,

The Director-General of Health 

Members of the Executive Leadership Team,

Staff in the Policy Business Unit,

Staff in other Business Units,

Clinical Leaders, Advisors and Analysts.


	Public sector
	Minister and Associate Ministers of Health and other Government Ministers,

Cabinet and Parliamentary Committees,

Staff of Ministers’ offices,

Central Agencies and other Social Sector Agencies.

	Health and disability sector
	Disability sector stakeholders, NGOs and providers.
District Health Board Chief Executives and staff, and other health care providers and Crown Entities,

International health organisations,

Other health sector Crown Entities,

Chair and members of Advisory and Statutory Committees,

	Communities and the public
	Community groups

Health and public sector research community and academia,


Core Ministry competencies
Specific behaviours relating to these core competencies for each role can be found in the Expected Behaviour Guidelines on the intranet.
	Integrity and trust
	Is widely trusted; is seen as a direct, truthful individual; can present the unvarnished truth in an appropriate and helpful manner; keeps confidences; admits mistakes; doesn't misrepresent him/herself for personal gain.

	Drive for results
	Can be counted on to exceed goals successfully; is constantly and consistently one of the top performers; very bottom-line oriented; steadfastly pushes self and others for results.

	Customer focus
	Is dedicated to meeting the expectations and requirements of internal and external customers; gets first-hand customer information and uses it for improvements in products and services; acts with customers in mind; establishes and maintains effective relationships with customers and gains their trust and respect.

	Peer relationships
	Can quickly find common ground and solve problems for the good of all; can represent his/her own interests and yet be fair to other groups; can solve problems with peers with a minimum of noise; is seen as a team player and is cooperative; easily gains trust and support of peers; encourages collaboration; can be candid with peers.

	Communication
	Creates an atmosphere in which timely and high-quality information flows smoothly up and down, inside and outside of the Ministry; encourages open expression of ideas and opinions; explores all sources of information; sees hidden problems and completes honest analysis. Looks beyond the obvious and doesn’t stop at first answers.

	Managing Diversity
	Manages all kinds and classes of people equitably; deals effectively with all races, nationalities, cultures, disabilities, ages and both sexes; hires variety and diversity without regard to class; supports equal and fair treatment and opportunity for all.

	Responsiveness to Māori
	Demonstrates an understanding and awareness of the Treaty of Waitangi and tangata whenua as the indigenous people of New Zealand. Understands the role of the Ministry and health sector in reducing health disparities and improving health outcomes for Māori.


Role specific / technical capabilities
Technical and behavioural competencies specific for this role:
	Interpersonal Savvy
	Relates to all kinds of people - up, down, and sideways, inside and outside the organisation. Builds appropriate rapport. Builds constructive and effective relationships. Uses diplomacy and tact and can defuse even high-tension situations comfortably.

	Organising
	Can marshal resources (people, funding, material, support) to get things done. Can orchestrate multiple activities at once to accomplish a goal. Uses resources effectively and efficiently and arranges information and files in a useful manner.

	Managing and Measuring work
	Clearly assigns responsibility for tasks and decisions; sets clear objectives and measures; monitors process, progress, and results; designs feedback loops into work.

	Dealing with ambiguity
	Can effectively cope with change; can shift gears comfortably; can decide and act without having the total picture; isn’t upset when things are up in the air; doesn’t have to finish things before moving on; can comfortably handle risk and uncertainty.

	Problem solving
	Uses rigorous logic and methods to solve difficult problems with effective solutions; probes all fruitful sources for answers; can see hidden problems’ is excellent at honest analysis; looks beyond the obvious and doesn’t stop at the first answer.

	Informing
	Provides the information people need to know to do their jobs and to feel good about being a member of the team, unit, and/or the Ministry.

	Developing Direct Reports and Others
	Provides challenging and stretching tasks and assignments. Holds frequent development discussions and is aware of each person’s career goals. Constructs compelling development plans and executes them. Pushes people to accept developmental moves. Will take on those who need help and further development. Cooperates with the developmental system in the Ministry.


Key selection criteria

Essential:
· Strong leadership capabilities in policy development with an ability to draw on a range of frameworks and analytical methods

· The ability to lead teams to develop both high quality strategic and tactical advice 

· A relevant tertiary qualification 

· Extensive experience in policy development at a senior level and extensive knowledge of the machinery of government

· Demonstrable relationship management skills with the ability to foster good stakeholder relationships through consultation and partnership.

Key selection criteria and desirable qualities


