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Position Description

	Title: 
	Adviser Compliance

	Business Unit:
	New Zealand Food Safety

	Directorate:
	Assurance

	Reports to:
	Team Manager Regulatory Programmes

	Location:
	Wellington 

	Approved by: 
	Director Assurance

	Date:
	July 2019


Purpose of the position
The Adviser Compliance is responsible for supporting the Team Manager Regulatory Programmes and for the administrative and support tasks for the compliance function.  They are responsible for handling non-compliance events from the receiving to management of such events, in accordance with the Agricultural Compounds and Veterinary Medicines (ACVM) Act.  They are the liaison point for ACVM and relevant stakeholders, input into audits and contribute to standards. 
Principal responsibilities/key result areas
Receiving, prioritising, investigating and managing non-compliance events in accordance with the ACVM Act.
Providing input into the ACVM Annual Audit Programme undertaken by Systems Audit team, Assurance.
Providing input into standards setting.
Contributing to the monitoring of the national and international environment for changes and trends and ensures alignment with international standards, methodologies and practices. 
Inputting into and contributing to identifying additional/new scientific information and whether risk assessments are required, ensuring that the outcomes of this work is incorporated into standards.
Interfacing between ACVM and stakeholders on a day to day basis.
General 
Respond to the changing needs of the Ministry for Primary Industries (MPI), performing other tasks as reasonably required. 
Participate in responses (using the New Zealand Coordinated Incident Management System) if required and support others to participate in response as required.
Maintain a strict sense of professional ethics, maintain confidentiality and privacy, and abide by MPI’s Code of Conduct.
This position description is not intended to be an exhaustive list of tasks, but to act as guide as to the main duties and responsibilities of the position.  Its content will be subject to regular review in conjunction with the job holder.
Key relationships and stakeholders
	Internal
	Nature of the relationship

	Manager ACVM Programmes and Appraisals
	· For guidance on process, intellectual leadership, strategies, work programmes, individual development and management support

	Team Manager Compliance
	· For guidance on process, intellectual leadership, strategies, work programmes, individual development and management support

	Other team members
	· Share information, technical advice and discussions

	Internal stakeholders 
	· Share information, technical advice and discussions

	Other managers, teams within MPI
	· All MPI Business Groups, in particular Animal & Animal Products, Science and Risk Assessment and those groups within the Verification & Systems stream.  In addition  MPI Biosecurity & Animal Welfare

	Response leaders and managers 
	· Participate in responses, reporting to response line manager as detailed in response role description
· Carry out all response activity based on MPI mandated processes and systems 



	External
	Nature of the relationship

	Other Government agencies; not exclusively Ministry of Health, the Environmental Protection Authority (EPA) 
	· To facilitate active collaboration, build knowledge, and capture sector and trade knowledge as inputs to work e.g. industry groups; business leaders. Communicate with MOH & EPA notifying applications and issues as appropriate.

	Sector or Industry contacts nationally and internationally; not exclusively New Zealand ACVM food and food related sector stakeholders & Australian regulators
	· To facilitate active collaboration, build knowledge, and capture sector and trade knowledge as inputs to work e.g. industry groups; business leaders.

	Sector or Trade contacts nationally and internationally
	Facilitate active collaboration, build knowledge, and capture sector/trade knowledge/information as inputs to work.



Dimensions of the position
Financial responsibility
	MPI operating expenditure
	By agreement with your manager and in accordance with the annual budget.

	Non-departmental expenditure
	By agreement with your manager and in accordance with the annual budget.

	Capital expenditure
	By agreement with your manager and in accordance with the annual budget.



Freedom to act
The authority to exercise Human Resource Delegations of Authority for non-managerial positions as detailed in the Human Resource Delegations of Authority. 
The ability to incur financial costs for non-managerial positions, as detailed in the Financial Delegations of Authority. 
Non-Departmental Financial delegations (as approved by the Minister from time to time for specific programmes).
Expenditure within approved budget and delegated authority.
Planning, prioritising and deploying all resources within the defined area of responsibility.
Security clearance
	To fulfil the requirement of this position a security clearance classification to the following level is required:
	Criminal Conviction Check.
 


Education, skills and experience
	Qualifications
	Essential 
1. A relevant tertiary qualification.


	Experience and knowledge
	Essential
1. Technical knowledge of human or veterinary medicines, agricultural compounds, food safety or pharmacology, national and international.
1. Know and understand the concepts and practices for gathering, organising, and communicating information.  This includes being able to apply an analytical framework and quickly understand the nature of technical issues and problems, identify a range of possible solutions (including their implications), form conclusions and provide advice.
1. Practical industry experience in a related field. 
Desired
1. Knowledge of the principles of the ACVM Act 1997 and of the associated products, processes, manufacturers and marketing and that of the associated servicing sectors.
1. Knowledge of risk management principles.
1. Knowledge and understanding of the contents of the Treaty of Waitangi, Maori values & principles, and experience in their application to the development and implementation of standards. 

	Skills
	Essential
1. Proficient at preparing and writing technical documents and reports. 
1. Know, understand and achieve the principles and standards for effective communication (oral and written) and presentation.
1. Ability to front and resolve issues and contribute to difficult negotiations.
Desired
1. Know, understand and apply the concepts and practices of planning, organising and allocating resources to deliver objectives for a defined project.
1. Be able to organise and prioritise to efficiently accomplish tasks and meet objectives.
1. Know, understand and apply the concepts and practices of project leadership.


Capabilities
	COMMON CAPABILITIES – expected in all MPI roles

	Engaging
Te Whai Wāhitanga
	· Connects with others 
· Listens 
· Reads people and situations 
· Interacts appropriately in different situational / social / cultural settings
· Communicates tactfully

	Honest and Courageous
He Pono, He Māia
	· Shows courage 
· Shows decisiveness 
· Acts with integrity

	Resilient
He Manawaroa
	· Is adaptable 
· Remains effective under pressure
· Demonstrates composure

	Results Focus
He Aro ki ngā Hua
	· Committed and tenacious 
· Focused on achieving

	Self-Aware Learner
He Ākonga Kiri Mōhio
	· Seeks feedback on own performance 
· Self-assesses 
· Adapts approach 
· Shows commitment to development

	Tikanga Māori
Tikanga: the dynamics of doing what is culturally appropriate so as to respect, and not transgress, the mana, integrity and honour of anyone in a given context;  Māori: the indigenous people of the land
	· Applies Māori culture and language to work
· Draws on Māori culture to enrich one’s work
· Applies Māori knowledge and values within a government and Crown context

Refer to relevant Career Pathway Māori Cultural Competency for role-specific expectations.



	CAPABILITIES – specifically relevant to this role


	Works Collaboratively
	· Understands the context
· Focuses on priority work
· Shares information
· Builds trust with other teams/groups
· Works across boundaries
· Supports others to succeed

	Plans and organises
	· Manages and delivers on work priorities - breaks work into chunks; creates realistic timeframes for each stage of work; anticipates and addresses roadblocks and problems; communicates and coordinates with others as required; evaluates and reviews outcomes against plan.
· Purposeful about use of time - prioritises what is important; strikes an effective balance between proactive and responsive work activities.

	Communicates with Impact
	· Communicates clearly
· Influences others
· Communication achieves intended purpose 


	Written Communication
	· Writes clearly and succinctly
· Uses correct grammar and spelling
· Uses a writing style appropriate to a document's purpose
· Meets professional formatting expectations
· Uses exemplars and peer review


	Customer and Stakeholder Connection
	· Thinks about broader context 
· Knows stakeholders / customers
· Consults widely 

	Industry Awareness
	· Relates to industry
· Shows commercial nous 

	Judgement and Decision-Making
	· Considers options and likely consequences
· Able to give rationale for decisions
· Is able to make decisions in uncertain situations
· Makes timely decisions, balancing the desire for complete information with the need to progress important or urgent matters



	GROUP-SPECIFIC / TECHNICAL CAPABILITIES FROM CAREER PATHWAYS

	Quality focus
	· Follows set processes
· Ensures details are correct
· Checks that work meets all required standards

	Solves Problems
	· Takes steps to fully understand the problem and contributing factors
· Explores different solution options and possible side effects
· Selects and implements solutions that are effective
· Involves stakeholders and ensures that solutions meet their needs



	RESPONSE CAPABILITIES – for all staff  who may be involved in a response

	Dealing with ambiguity
	Comfortably handles unclear or unpredictable situations

	Accountability
	Accepts responsibility for one’s actions regardless of outcomes

	Professionalism
	Acts in accordance with job-related values, principles and standards

	Handling stress
	Manages pressure without getting upset, moody or anxious

	Integrity
	Acts honestly in accordance with moral or ethical principles
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