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Kaiwhakahaere Ratonga Rangatōpū | Director Corporate Services
	Manager
	Chief Executive

	Location
	Wellington

	Direct reports
	4	                            Delegations  TBC

	Date
	October 2026
	Job band
	21


About Te Hiringa Mahara 
[bookmark: _Hlk109396631]Te Hiringa Mahara -Mental Health and Wellbeing Commission, is an independent Crown entity with the objective to contribute to better and equitable mental health and wellbeing outcomes for people in Aotearoa New Zealand. 
Te Hiringa Mahara is an organisation committed to being grounded in Te Tiriti o Waitangi. Not only do legal obligations require us to take account of Te Tiriti o Waitangi in our work, but we are committed to enabling a system that achieves better and equitable mental health and wellbeing outcomes for Māori. 
We are also required to seek the views of people who have experienced mental distress, people who have experienced addictions (or both), and the persons (including family and whānau) who support them.
We were established in February 2021 to provide system oversight and leadership in the transformation of our mental health and wellbeing system. We will contribute to better and more equitable mental health and wellbeing outcomes for all people in Aotearoa through monitoring and reporting, advice, and advocacy.
Further details can be found at www.mhwc.govt.nz.
Vision, Mission, and Values
Whāinga Tāhuhu | Our Vision: Tū tangata mauri ora | Thriving together
Whakatakanga | Our Mission: E hautū i ngā putanga pai ake mō te hauora ā-hinengaro, mō te waranga, mō te oranga hoki | Lead improved mental health, addiction and wellbeing outcomes
Ngā Uaratanga / Our values:
· Tūhonotanga - we are inclusive and connected.
· Māia - we are courageous and speak up
· Māramatanga - we learn by listening and seek knowledge.
· Tika - we will be fair and respectful.
· Aroha - we care about the work we do and the people of Aotearoa.

Organisational Structure 
Position purpose
The Director Corporate Services is responsible for managing all aspects of the corporate functions for Te Hiringa Mahara. These functions include: finance, communications, planning, machinery of Government, accountability, human resources, IT, facilities and office management.
The Director Corporate Services ensures the provision of strategic and operational information to enable executive decision making, and provides robust advice, insights and recommendations to the Chief Executive, leadership team and Board. 
The Director Corporate Services ensures the integrity of the corporate systems and processes in place that enables confidence and trust in the outcomes produced.
During the next year a legislative review will be undertaken of the Commission by the Ministry of Health. 
Key Accountabilities
Te Tiriti o Waitangi
· As a member of the leadership team, contribute to the Commission’s plan to be a Te Tiriti o Waitangi grounded organisation.
· Ensures all work is undertaken in accordance with Te Tiriti o Waitangi.
Strategy and Planning
· Keep up to date with the external environment and ensure the Commission is positioned well to meet future challenges.
· Lead the Commission’s planning and accountability function ensuring all requirements are met.  Lead and have oversight of team workplans and budgets to ensure the Commission delivers its strategy. 
· Coordinate the Commission response to the operational and effectiveness review being undertaken by the Commission’s monitoring department, the Ministry of Health.
Leadership
· Demonstrate collective and collaborative leadership of the Commission. 
· Actively contribute as part of the leadership team in the engagement, wellbeing and performance of staff.
· Ensure the organisation, through its ways of working, systems, processes and decision-making, considers and respects the diversity of contributions.
Culture and People Leadership (includes diversity and inclusion)
· Lead and uphold the culture and values of the Commission as an organisation grounded in Te Tiriti o Waitangi.
· Promote a productive and engaged workforce by fostering an open and inquiring approach to our work which welcomes innovation and improvement.
· Ensure the Commission has the required workforce capability through recruiting, retaining and developing high-performing staff and providing a work environment that enables people to work at full scope.
· Ensure there is a clear vision for the team where a diverse mix of talented people want to come, stay and do their best work. 
· Set staff performance development plans that are aligned to the Commission’s strategy and values and provide regular feedback and coaching to staff.
· Include the safety, health and wellbeing of our people as part of decision-making and promote the Commission’s health, safety and wellbeing framework.
Operational Management 
· Collaborate with others to ensure all work is well planned and takes strategic and tactical approaches to achieve results and high-quality outcomes.
· Develop, implement and embed appropriate structures that are fit for purpose and optimise available resources.  Ensure delivery to the agreed programmes of work on time, within budget and to a high standard of work. 
· Ensure an effective and open flow of information occurs both vertically and horizontally within the organisation and operate on a no surprises basis.
· Actively and prudently manage resources, including people and third-party contracts, in accordance with agreed financial plans, organisational policies and procedures, and agreed delegations, contributing to sound and robust financial management for the organisation.
· Ensure Ministerial enquiries, Parliamentary Questions, Official Information Act requests and other correspondence, such as contributions to Board papers, are responded to within prescribed timeframes and quality standards. 
· Ensure there are reporting processes to ensure timely, accurate and useful reporting is provided for the Board, CEO, leadership team and staff to make sound decisions.
· Strategic and operational risks are identified and managed effectively, including mitigations and escalated appropriately.
· Deputise for the Chief Executive when necessary.
Finance, Planning and Accountability
· Provide strategic robust advice, insights reporting and recommendations to the Board, Chief Executive and leadership team.
· Manage the development of a robust strategic planning framework.
· Develop and report on key performance indicators for the Commission.
· Preparation of monthly accounts.
· Manage the production of Statement of Intent, Statement of Performance Expectations, Annual Report and all periodic reporting required from the Minister’s Office, Select Committee, Board, Chief Executive or other agencies.
· Develop and monitor policies and processes that ensure robust financial control
across the organisation.
· Ensure the integrity of systems, data and reporting meet compliance and audit requirements.
· Manage the annual funding process and budget reporting.
· Organise agenda and attend quarterly finance audit and risk (FAR) meetings.
Human Resources
· Responsible for the development of robust HR policies and practices that comply with legislation, including the Public Sector Act and Health and Safety at Work Act and public sector best practice.
· Develop and implement HR strategies and frameworks that reflect the role and
values of the Commission. 
· Manage the HR function, working with an outsourced HR partner.
· Responsibility for managing the Commission’s health and safety obligations.
Communications
· Develop and implement the organisation’s communications, media and stakeholder engagement strategies and policies. 
· Maintain the brand development for the Commission, including development and ongoing management of the intranet/internet and social media accounts
· Manage the provision of fit-for-purpose communications, engagement and media management services.
Office Management
· Ensure the Commission has effective office systems and procedures in place.
· Provide a work environment that takes into consideration the needs of the staff of the Commission and the people who might visit.
Outsourced Services
· Management of outsourced service providers to ensure effective services are delivered and are in line with the Commission’s policies. These include arrangements with:
· Accountants
· IT provider
· HR service provider.
· Ensure service level agreements and suppliers performance are reflective of the Commission’s requirements and are reviewed regularly.
Risk Management
· Ensure a robust risk management framework is in place and compliance across the Commission.
· Provide expertise in recommending and implementing mitigation strategies to the CE, Board and leadership team as appropriate.
Key relationships
The Director Corporate Services has a key role in developing and maintaining effective working relationships with internal and external stakeholders.
	Internal
	External

	The Commission Board
Leadership Team Colleagues
Your direct reports
	Ministry of Health | Manatū Hauora 
External Auditors 
Bankers
Vendors, contractors and service providers


Health, safety and wellbeing
At Te Hiringa Mahara we expect all our individual contributors to: 
· Help maintain a safe working environment within the Commission by complying with and supporting  all health and safety policies, guidelines and initiatives.
· Know what to do in the event of an emergency or if a health and safety incident or near miss occurs.
· Know how to keep yourself and others safe at work from hazards and risks relevant to your role.
As a Manager we expect you to:
· Understand and lead by expectation and example, a duty of care for safety, health and wellbeing in relation to all our people workplaces and work activities under direct influence and control.
· Manage requirements as set out in our Health Safety and Wellbeing policies.
Person specification
Essential
· Significant leadership experience and ability to contribute at a strategic level.
· Strong experience with public sector planning, budgeting and reporting processes, and managing production of internal and external reporting requirements, specifically operational financial reporting, the Statement of Intent, Statement of Performance Expectations, Annual report.
· Accountancy qualification and membership of Chartered Accountants Australia –New Zealand (or equivalent professional accounting body).
· Excellent organisational skills along with the ability to think ahead, use initiative, establish priorities and meet deadlines whilst preserving the highest levels of accuracy and confidentiality.
· Strong interpersonal, oral and written communication skills.
· Proven record of delivery of high-quality work, including when working with ambiguity and time constraints.
· High-level analytical and problem-solving skills with a proven ability to develop sound solutions in complex and ambiguous situations.
· 10+ years experience in managing corporate services functions.
Desirable
· Experience in providing strategic leadership in embedding new systems, policies and processes with a clear alignment to organisational strategies and accountabilities. 
· Strong experience in managing the legislative responsibilities for an organisation.
· An understanding of the Treaty of Waitangi, Māori tikanga and Māori environments or a strong desire to develop your experience in this area. 
· A first-hand experience or strong interest in supporting those who have lived and are affected by mental illness, distress and/or addiction would be highly valuable.
· The capacity to manage relationships at all levels, including with the Board, the Ministry of Health and other health sector leaders, as well as across government.


Diversity and Inclusion
Te Hiringa Mahara welcomes and supports people of all gender identities, ages, ethnicities, sexual orientations, disabilities, and religions. A requirement of this role is to actively support and promote our diversity and inclusion principles.
Key Competencies
Commitment to purpose - is committed to the organisation’s goals and strategies, and understands the socio-political context in which it operates
Te ao Māori - has the skills, understanding and confidence to work in true Te Tiriti o Waitangi partnership with Māori, as set out in the Te Arawhiti capability framework.
Collaboration - builds and maintains highly effective working relationships with stakeholders and partners.
Teamwork - builds and maintains highly effective working relationships with colleagues within the Commission.
Impact & advocacy - is committed to creating system transformation and understands how to prioritise for greatest impact.
Delivering results - sets objectives, plans and organises activities and resources to achieve results.
Analysis & judgement - uses logical thinking and analysis to clarify and resolve problems and make decisions.

This position description is intended as an insight to the main tasks and responsibilities required for the role and may be subject to change in consultation with the job holder.



Chief Executive


Senior EA Board & CE


Wellbeing/ Data and Insights System Leadership


Mental Health and Addiction Sector Leadership


Corporate Services


Director Māori Health 
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