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Position Title:
Policy Analyst 

Policy Directorate, Sector Strategy Directorate or Kaahui Taiao

Reports to:
Manager: Policy Directorate, Sector Strategy 
Directorate or Tumuaki
Location

 Wellington or Auckland

	Job Purpose

	Support delivery of the Ministry’s objectives through contributing to the development of high-quality, innovative, evidence-based policy interventions in a variety of areas.

	Job Context

	The policy analyst role in the Ministry for the Environment’s Policy Division is a core element of the Ministry’s vision to lead and engage on a wide range of environmental policy issues that are growing in priority, number and complexity. The Policy Division has the potential to fundamentally shape the way in which New Zealand’s natural resources are utilised and managed, and how they are able to contribute to economic growth both now and for future generations.
The Ministry has established an apprenticeship model for development and learning to support analysts in their own professional development and advancement towards taking on greater responsibility and moving to senior analyst roles. Analysts will contribute to and shape a culture and environment where all staff are encouraged to question existing frameworks and paradigms and have constructive debate while respecting colleagues.  
Analysts will be expected to identify as policy practitioners, first and foremost, and will be exposed to a wide range of policy issues through applying transferable, core skills.  The role provides for rotation among teams across multiple policy development projects and divisions in response to policy demands and individual development needs. To reflect this, appointments would be to the Policy Directorate, Sector Strategy Division or Kaahui Taiao, rather than a specific team. 



	Key Accountabilities

	Accountability
	Output

	Policy Development

	As an analyst, you will 
· Work across multiple policy projects to increase your breadth and depth of policy knowledge, skills and experience
· Take increasing responsibility for quality assurance of papers and policy advice, including Ministerials and OIA requests, you produce or contribute to 
· Deliver work to a high standard that aligns with the Ministry’s strategic priorities and quality standards, and conforms to Ministry, Ministerial, Cabinet Office and consultation requirements
· Learn and apply a range of analytical frameworks, tools and approaches
· Contribute to strategic conversations internally and possibly externally on issues spanning the environment and economy and develop effective policy that will achieve long-term behavioural change and
You will progress from working on routine, low-risk policy tasks and undertaking supporting tasks and research as part of a broader work programme to taking responsibility for policy tasks of medium complexity which will usually have a clear problem definition and a well-defined scope. Your work may be stand-alone or as part of larger or more complex policy issues led by senior policy analysts or Principal Analysts.
	Delivery of high-quality, accurate research and analytical assessment and products to support the delivery of high-quality, timely evidence based policy advice that contributes to the delivery of the Ministry’s and Government’s objectives.
Contribute to ensuring the position of the Ministry and wider Government is properly represented. 


	Increasing the policy capability and professionalism of the Ministry

	As an analyst, you will
· Seek opportunities to acquire new skills and proactively discuss and address your development needs with managers and project leaders
· Demonstrate flexibility and adaptability as the needs and priorities of the Ministry and the Minister change over time
· Demonstrate an enthusiasm and willingness to work across team boundaries and issues
	Self motivated, skilled, policy practitioners.

	Supporting team management and administration

	As an analyst you will:
· Contribute to the preparation and reporting requirements of team and Ministry accountability and planning processes eg team business plans, output plans, budget preparation, development and delivery of Statement of Intent
· Support your team manager and senior managers in delivering corporate initiatives
· Contribute to the administration of statutory obligations and commitments, including implementation, monitoring, reporting and reviewing of specific policy recommendations in co-operation with relevant stakeholders
· Be aware of and apply all MfE Health & Safety policies and procedures
· 
	Contribute to the delivery of high quality, timely support and advice to  the Minister and Ministry management processes 
Contribute to meeting Ministry reporting and accountability requirements 
Compliance with Ministry legislative requirements.


Relationships:

Internal

Policy Analysts will potentially work across Ministry-wide team and Division boundaries.

External

· Minister for the Environment and other government ministers
· Cabinet and parliamentary committees,
· Government departments and agencies,
· Local authorities, international agencies and countries
· Researchers, universities
· Private organisations (including businesses), and 
· Community groups.

Knowledge, skills and experience

· Likely to have an academic qualification in economics, social science or policy. 
As an entry level analyst, you will need to demonstrate experience and ability in:

· Using a range of analytical frameworks
· Drawing on a range of inputs including evidence from a range of sources

· Communicating effectively including the ability to communicate clearly and succinctly in a variety of communication settings and styles, both through writing and verbally
· Working with others to deliver 

As you gain further experience in public sector policy work, you will need to demonstrate:

· Involvement in a number of policy development projects including:  working with a range of people from different professional disciplines; working with, influencing and leading a range of stakeholders; and, briefing Ministers.

· Understanding of the machinery of Government and demonstrated knowledge of political administrative processes and structures
	Competencies
*Organisational Critical competencies
	Description of skilled behaviours

	Finding Solutions

	Intellectual Horsepower
	· Deals with concepts and complexity comfortably
· Described as intellectually sharp, capable and agile.

	*Problem Solving
(Critical Reasoning 
Think Analytically
Needs to question existing frameworks and paradigms)
	· 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 does not stop at first answers

	Learning on the Fly
	· Learns quickly when facing new problems
· Analyses both successes and failures for clues to improvement
· Experiments and will try anything to find solutions
· Enjoys the challenge of unfamiliar tasks

	People Skills

	*Integrity and Trust
	· Is widely trusted
· Is seen as a direct, truthful individual 
· Can represent the unvarnished truth in an appropriate manner.
· Keeps confidences, admits mistakes and does not misrepresent him/herself for personal gain

	Peer Relationships
	· 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
· Encourages collaboration

	Delivering results

	Planning
(Project Management)
	· Sets objectives and goals
· Breaks down work into the process steps
· Anticipates and adjusts for problems and roadblocks
· Evaluates results

	Written Communications
	· Is able to write clearly and succinctly in a variety of communication settings and styles
· Can get messages across that have the desired effect.

	*Customer Focus
	· Is dedicated to meeting the expectations and requirements for internal and external customers
· Acts with the customer in mind
· Establishes and maintains effective relationships with customers and gains their trust and respect

	*Drive for Results
	· Can be counted on to achieve or exceed goals successfully
· Steadfastly pushes self and other for results

	*Priority Setting
	· Spends his / her time and the time of others on what is important
· Quickly zeros in on the critical few and puts the trivial many aside
· Can quickly sense what will help or hinder accomplishing a goal
· Creates focus


	POLICY ANALYST
	POSITION DESCRIPTION
	APPENDIX A

	Job Level 
	Entry Level Analyst
	Experienced Analyst

	Dimensions
	
	

	Policy Development
	· Seeks and acts on instructions and direction from senior colleagues, project leaders and managers
· Works on lower risk policy development and supporting tasks and research, as directed
· Participates in policy projects with close supervision and clearly defined role and outputs. These can be stand alone or part of a larger policy project 
· Develops understanding of and ability to use a range of analytical frameworks and evidence sources
· Researches and drafts documents, Ministerials and OIAs under direction and with close supervision
· Builds an awareness of cross-Government policy processes
· Develops awareness of the Ministry’s strategic priorities and quality standards
· Contributes to others representing the Ministry
· Develops an awareness of NZ system of government and able to explain MfE role to stakeholders
	· Can operate independently within clear designated groups, with support from Senior Policy Analysts/Managers
· Developing judgement – knows when to act, and who and when to ask
· Works on medium-complexity policy tasks, which usually have a clear problem definition and a well-defined scope 
· Works across multiple, often cross- government policy projects. These can be stand alone or form part of a larger policy project
· Acts within agreed bounds of projects while using initiative for definition and delivery of own outputs
· Uses a range of analytical frameworks and innovative use of evidence
· Provides analysis of direction and seeks advice on options and recommendations from senior policy analyst/manager
· Represents the Ministry on external working parties alongside the Senior Policy Analyst/Manager
· Accepts greater responsibility for authorship and quality assurance of papers and policy advice
· May lead defined small scale projects, using MfE’s project management methodology
· Understands the Ministry’s strategic priorities and quality standards and how they apply to their work


	Increasing the policy capability and professionalism of the Ministry
	· Works to identify own development needs and seeks advice from manager and peers. Develops and implements plans with Manager
· Supports peers on areas where they have knowledge of the policy area  
· Works under direction of more senior colleague, manager, or project leader, recognised as learning the nuances
· Developing technical understanding of areas of responsibility

	· Aware of personal development needs and plans with manager to up-skill accordingly and takes actions to implement plan
· Supports project leaders and engages constructively with coaching and mentoring discussions
· Supports peers on areas where they have knowledge of the policy area  
· Supports more junior colleagues and may act as a coach or mentor of junior colleagues 
· Recognised understanding of technical aspects of projects’ policy areas –  or quickly developing, if new area
· Supports others and may represent the Ministry
· Works across team boundaries enthusiastically

	Supporting team management and administration
	· Develops an understanding of team and Ministry reporting requirements, accountability and planning processes and contributes when requested.
· Supports project leaders and  colleagues in the delivery of adherence to team and administrative processes
· Builds an understanding of Ministry statutory obligations.

	· Identifies need to contribute to team and Ministry accountability and planning processes and provides high quality contributions
· Supports team and managers in delivering corporate initiatives
· Contributes to the administration of statutory obligations. 
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