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POSITION DESCRIPTION
	Position: 
	Senior Advisor, Women in Leadership

	Reporting to:
	Women in Leadership Manager

	[bookmark: _Hlk108715185]Direct reports:
	Nil

	Location:
	Wellington

	Tenure:
	12 months fixed term

	Salary Range
	$104,574 to $126,740

	Date
	October 2026




Te Aronga o te Ratonga Tūmatanui/ Public Service Purpose 
Ka mahitahi mātou o te ratonga tūmatanui hei painga mō ngā tāngata o Aotearoa i āianei, ā, hei ngā rā ki tua hoki. He kawenga tino whaitake tā mātou hei tautoko i te Karauna i runga i ōna hononga ki a ngāi Māori i raro i te Tiriti o Waitangi. Ka tautoko mātou i te kāwanatanga manapori. Ka whakakotahingia mātou e te wairua whakarato ki ō mātou hapori, ā, e arahina ana mātou e ngā mātāpono me ngā tikanga matua o te ratonga tūmatanui i roto i ā mātou mahi. 
In the public service we work collectively to make a meaningful difference for New Zealanders now and in the future. We have an important role in supporting the Crown in its relationships with Māori under the Treaty of Waitangi.  We support democratic government. We are unified by a spirit of service to our communities and guided by the core principles and values of the public service in our work. 

[bookmark: _Hlk85795363]Our Role, Purpose and Vision
We are the Government’s principal advisor on improving the lives of wāhine women and kōtiro girls in Aotearoa New Zealand. This sees us provide system leadership, working across government and with a range of partners and groups to improve outcomes for wāhine women and kōtiro girls. Our people are crucial to achieving our strategic outcomes set out in our Strategic Intentions document.
 
Our work currently focuses on achieving four strategic priorities:
· Economic empowerment: ensuring all women and girls have economic security and independence, supporting them to thrive.
· Representation and leadership: building meaningful participation for women and girls at every level of society.
· Safety: supporting women and girls to be safe from all forms of violence.
· Wellbeing: supporting women and girls to have good health and wellbeing.
 
In addition to our four priority areas, we are committed to working with wāhine Māori to progress shared goals and aspirations, while our international work protects and promotes the rights of women and girls. 
 
Our Ko wai mātou – our ways of working
Our ko wai mātou reflects who we are and what’s most important to us. They guide and influence how we work as individuals, as teams and as one Ministry to achieve the best outcomes for those we serve – wāhine women and kōtiro girls of Aotearoa New Zealand. 
 
Our Ko wai mātou are:
· Kia Māia – we are brave and courageous in all that we do.
· Tuia mai – we embrace and support wāhine from all communities.
· Whakamanawa – we lead with heart to achieve the best outcomes for wāhine.

Position Purpose 
The Senior Advisor provides project, process and research support to the Women in Leadership team, which champions BoardConnector, the Ministry’s governance database, and the wider Women in Leadership service. The team’s work focuses largely on the public sector, with around 400 boards and committees and over 2,300 roles, as well as organisations outside the public sector looking to draw on our growing pool of board-ready candidates.
Reporting to the Women in Leadership Manager, this is a support and coordination role. The Senior Advisor supports the team with ongoing database and candidate maintenance, the team’s LinkedIn presence, webinars and podcasts, the Minister’s New Zealand Royal Honours nominations and the annual stocktake of diversity on public sector boards and committees.
The role suits someone who is highly organised and process focused, an excellent writer and communicator, and confident working with databases and data. Through sound research, careful process management and clear, engaging communication, the Senior Advisor helps more women, in all their diversity, to be visible, connected and appointed to leadership and governance roles.

Key Result Areas
	Focus
	Responsibility 

	Database and candidate maintenance
	· Support the team with ongoing maintenance of the BoardConnector database, keeping candidate records accurate, complete and current in line with privacy and information management requirements.
· Respond to routine candidate enquiries and coordinate follow-up with the relevant team member.
· Run database searches, reports and candidate lists to support the Strategic Governance and Partnership Lead and the wider team.

	Royal Honours and board stocktake
	· Coordinate the Minister’s Royal HonoursI  nominations for the New Year and King’s Birthday rounds, including researching nominees, drafting nomination material and liaising with the Honours Unit within required timeframes.	Comment by Tonya Cooper-Tidey: I think it’s important to make it clear that this is for the Minister and part of this role is liasing and coordinating these forms with the office. 
· Coordinate the annual stocktake of gender, Māori and ethnic diversity on public sector boards and committees, including data requests, follow-up with agencies, and checking and analysing data.
· Keep accurate records for both processes and manage sensitive nomination and candidate information with discretion.

	Communications and events
	· Support the Women in Leadership LinkedIn page, including drafting and scheduling content and reporting on engagement, in line with the Ministry’s social media policy and approval processes.
· Coordinate webinars, podcasts and events including speaker liaison, logistics, promotion and follow-up.
· Write clear, engaging content for a range of audiences, ensuring it is inclusive, accessible and culturally responsive.

	Project coordination and research
	· Coordinate team workplans, timelines and milestones, and track and report on progress.
· Document and improve processes, templates and guidance so the team’s work is consistent and well recorded.
· Undertake research and prepare clear briefings, reports and correspondence 



Key Functional Relationships
	
Internal:
	Te Tumu Whakarae mō te Wahine - Chief Executive
Deputy Secretary Engagement, Policy and Delivery
Leadership Team
Women in Leadership Manager
Strategic Governance and Partnership Lead
Women in Leadership team
Communications and social media advisors
Manatū Wāhine kaimahi

	External:
	Public sector board appointing agencies
Population agencies
Honours Unit, Department of the Prime Minister and Cabinet
BoardConnector candidates
Partners and governance networks
Webinar and podcast speakers and guests
Groups focused on wāhine Māori interest


Person Specification
· Highly organised and process focused, with experience managing projects and recurring processes to deadline, and improving systems, templates and documentation.
· Strong research and analytical skills, including the ability to gather, verify and synthesise information from a range of sources.
· Excellent writing skills, with the ability to produce clear, accurate and engaging content for briefings, reports, nominations, digital channels and events.
· Confident working with databases, CRM systems and data, with strong attention to detail, a focus on data quality, and a sound understanding of privacy and information management obligations.
· Experience supporting social media channels, ideally LinkedIn, and coordinating webinars, podcasts or online events.
· Strong relationship management skills, with the ability to build trust and work effectively with candidates, colleagues, agencies and partners.
· Demonstrated cultural capability, cultural humility and confidence engaging respectfully and effectively with Māori, Pacific peoples and ethnic communities.
· Total confidentiality, discretion and sound judgement when handling sensitive candidate and nomination information.
· Initiative and versatility, with the ability to manage competing priorities and work with minimal supervision.
· Understanding of Te Tiriti o Waitangi and its relevance to public sector engagement, advice and delivery.
· Knowledge of governance, board appointments or the New Zealand Royal Honours system would be an advantage.

Capabilities
1. Leadership
Te Kawa Mataaho Leadership Success Profile (LSP) describes ‘good’ leadership at all levels in the New Zealand public sector.

	Leadership Characters

	Curious

	Honest and courageous

	Resilient

	Self-aware and agile 


You can find further information on the LSP here Leadership Success Profile
2. Māori Crown Relations
The Māori Crown Relations Capability Framework  describes what Māori Crown relations skills are needed for effective leadership looks across New Zealand’s Public Service. 
In addition to the current core focus competencies for the Ministry, additional specialist competencies will be required.
Other Requirements
You are required to comply with the standard operating requirements of Manatū Wāhine, i.e. you must comply with all the health, safety & wellbeing standards, financial, people, legal and other delegations set out in Standard Operating Procedures, policies and instructions (refer to the Intranet for further information).
Changes to Position Description
Positions at the Ministry may change over time as it evolves and priorities change. Responsibilities may change as the job evolves over time and the manager of this position may initiate such change as necessary.

PD - Senior Advisor, Women in Leadership - October 2026
PD - Senior Advisor, Women in Leadership - October 2026

image1.png




image2.png




