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Position: Manager Communications 

Location: National Office 

Group: Corporate Services 

Reporting to: Deputy Chief Executive Corporate Services 

Issue Date: August 2018 

Delegation Level:  3 

Staff Responsibility: Yes 

 

 

Working in the Public Service  
 

Ka mahitahi mātou o te ratonga tūmatanui kia 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 āna 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.    

 

ERO Purpose 

Ko te Tamaiti te Pūtake o te Kaupapa 

The Child – the Heart of the Matter 

The Education Review Office | Te Tari Arotake Mātauranga (ERO) is responsible for: 

• evaluating the implementation of government education priorities, programmes and 
policies across the system 
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• evaluating the quality of education and care in schools and early learning services and 
across Communities of Learning | Kāhui Ako  

• supporting improvement in the performance and operation of our early learning 
services, schools, kura, Te Kōhanga Reo and Communities of Learning | Kāhui Ako 

• contributing to the evidence base about what works in support of decision makers and 
practitioners. 

The driving force behind ERO is the belief that quality education is a right for every  
New Zealand child and young person. 
 
The Education Review Office affirms its responsibility to honour Te Tiriti o Waitangi through 
recognising the unique place of Māori in Aotearoa New/Zealand.  
 

Group Purpose 
 

The Corporate Services Group is responsible for providing business, and infrastructure 

support to all of ERO.  

The Corporate Services Group includes: Administrative Services, Information Services, 

Finance, Human Resources, Communications, Ministerial and Legal Services, Strategy and 

Performance and Business Support for Review and Improvement Services. 

The Group will also undertake an ongoing process of assessment to review the quality and 

effectiveness of ERO’s evaluation and review practice. 

 

Role 
 

The Manager Communications is accountable to the Deputy Chief Executive Corporate 

Services for the management of ERO’s Communications Unit. The Communications Unit is 

responsible for the development and implementation of ERO’s communication strategies, 

and the management of internal and external communication activities for ERO. The 

Communications Unit helps stakeholders understand ERO’s role and the services ERO 

provides. The key objective of Communications is to ensure ERO is informative, responsive, 

participatory and transparent in all aspects of its operations.  

 

Responsibilities 
 

• maximisation of the communication of ERO’s evaluation insights so that they become a 
catalyst for change 

• exploration of alternative communication channels to extend the reach of ERO’s 
evaluation insights 

• measurement of the effectiveness of all ERO’s communications against the organisation’s 
strategic objectives 
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• increasing the communications capability and performance of the organisation, 
particularly internal and external spokespeople 

• providing advice to the Executive Leadership Team on an internal and external 
communication strategy and initiatives 

• supporting the Chief Executive/Chief Review Officer and all other ERO staff on all 
communications issues 

• management and leadership of the Communications Unit. 

 

Relationships 

The Communications Manager works closely with the Executive Leadership Team on ERO 
communications issues; with other ERO managers and staff as appropriate. They are 
responsible for the development and performance of the staff of the Communications Unit. 

The Communications Manager liaises with media, the education sector, the Office of the 
Minister, the Ministry of Education, other public sector agencies, suppliers, the general 
public and any other audience relevant to the work of ERO. 

 

PERSON SPECIFICATION 
 

Educational Qualifications 

A relevant tertiary qualification. Accreditation in Public Relations (APR PRINZ) is desirable 

Knowledge, Experience and Skills 

• proven successful and current experience in all aspects of communications management 
practice, media communications and central government processes 

• demonstrated successful communications experience (five to seven years) 

• sound media management skills 

• successful experience in establishing and maintaining effective relationships with 
stakeholders, including the media 

• highly developed oral and written communication skills 

• good skills in information technology and web publishing 

• effective leadership and collegial management skills  

• proven organisational skills and the ability to work under pressure to meet deadlines 
while maintaining high standards of accuracy 

• a sound understanding and working knowledge of up-to-date communication 
management and practice, media communications, crisis communications and 
government processes 

• a sound and up-to-date appreciation of current political and public issues 

• experience in advising how an organisation should manage complex issues 

• a willingness to undertake ongoing professional development through active membership 
of appropriate communication practitioner bodies such as PRINZ, IABC or Public Sector 
Network of Communicators 

• interest and ability to step up to management role 

• knowledge of Te Tiriti o Waitangi and its implications for the work of the Office. 

 



Manager Communications June 2021 4 
 

 

 

 

Personal Qualities and Attributes 

 

The Manager Communications role requires: 

• good interpersonal skills, including the ability to work in a leadership role 
with other staff, providing and responding to practical and appropriate 
feedback 

• adaptability and the ability to anticipate, identify, analyse and resolve 
problems in an innovative manner 

• effective decision making, based on analysis, common sense, experience 
and judgement 

• the ability to handle uncertainty and remain confident when confronted 
with criticism or intellectual challenges, whilst remaining respectful of 
others 

• integrity and a well-developed appreciation of what counts as ethical 
conduct 

• respect for the law and legal process 

• self-motivation and the ability to set and work to priorities 

• emotional maturity and self-reliance 

• a commitment to updating personal and professional knowledge 

• active commitment to ERO’s purpose and whakataukī. 

• demonstration of commitment to improving skills and knowledge in Te Reo and 
Tikanga Māori 

 
Leadership Success Profile 

The Leadership Success capabilities for this position are attached. 

The key capabilities for this role are: 

Leading strategically 

Thinks strategically at an organisational level (i.e. sees organisational issues through a 
range of lenses and stakeholder perspectives; and recognises broader cross-
organisational implications and connections between organisational issues).  

Progresses current organisational thinking (i.e. challenges the organisation's status quo; 
and progresses strategic thinking across the organisation). 

Develops and implements organisational and/or group strategy (i.e. engages other 
managers and staff in developing robust strategies which have a significant impact on 
organisation priorities; aligns group initiatives with strategic objectives; and translates 
strategy into group-wide action in planned, disciplined, and agile ways). 

Engages people in the organisation and group vision (i.e. articulates a clear and 
compelling vision for their group's future over the next 3+ years, aligned with the 
organisation vision; and engages organisation staff and managers in the vision). 

Leading with influence 
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Leads with purpose across the organisation and group (i.e. assertively drives initiatives 
which chart a clear direction for the group, and which are associated with high levels of 
contentiousness and initial resistance). 

Persuades and inspires across the organisation (i.e. gains active participation and/or 
support for initiatives, from other managers, staff, and other relevant stakeholders). 

Communicates clearly across the organisation (i.e. tailors messages so that they 
resonate with a wide range of audiences, such as community stakeholders and 
organisation managers and staff). 

Demonstrates leadership impact and gravitas (i.e. conveys energy, urgency, confidence, 
and a sense of ease in taking a leadership role across a range of different situations). 

Enhancing organisational performance 

Strengthens group performance (i.e. leads improvements to group processes and 
systems to achieve gains in effectiveness and efficiency). 

Fosters a continuous improvement culture across the group (i.e. so that people across 
multiple teams are encouraged and empowered to identify and seize opportunities to 
enhance business performance). 

Leads innovation across the group (i.e. encourages and implements innovative solutions 
across the group). 

Enhancing system performance 

Provides organisational leadership (i.e. contributes to their leadership cohort [of peers], 
creates opportunities for collaboration across the organisation, and encourages others in 
the group to adopt an organisation-wide view). 

Provides sector leadership (i.e. leverages strong relationships with a range of managers 
across the public, private and/or not-for-profit sectors to deliver organisational 
outcomes; and advocates a systems approach to issues [i.e. where organisations work in 
concert to deliver outcomes for customers and New Zealand]). 

Enhancing people performance 

Sets clear expectations for managers (i.e. communicates the outcomes and behaviours 
required of their direct reports and their teams; and role models expected standards of 
behaviour. 

Supports and reinforces high performance of managers (i.e. actively encourages and 
reinforces high performance; and shows a strong belief in people’s ability to perform to a 
high level). 

Manages managerial performance (i.e. provides timely, clear, and constructive feedback 
about areas for improvement; and resolves issues in a timely way. 

 

General Accountabilities 
  

Code of Conduct and Policies and Procedures 

• Active commitment to and demonstration of ERO’s policies and procedures and the 
ethos of the Public Service standards of integrity and conduct, being fair, impartial, 
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responsible and trustworthy.  Familiarity and compliance with the ERO’s policy and 
procedures relating to the functions of the position held.  This includes responsibility for 
signing up to, and ensuring any direct reports/contractors have signed up to, the current 
ICT user policy. 

Health and Safety  

• Under the Health and Safety at Work Act 2015, all staff must take reasonable care of 
their own health and safety and ensure that their actions do not cause harm to 
themselves or others.  They must also comply with any reasonable instructions, policies 
or procedures in how to work in a safe and healthy way. 

Other Duties & Responsibilities 

• All employees are expected to perform other such other duties as can reasonably be 
regarded as incidental to their job description, and other such duties that fall reasonably 
within their experience and capabilities as may be assigned from time to time to meet 
business requirements.  
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MANAGER COMMUNICATIONS 

LEADERSHIP SUCCESS PROFILE 

DIMENSION CAPABILITY 
AND 

OUTCOME 

DESCRIPTORS 
(for further detail go to: 
https://www.ssc.govt.nz/sites/all/files/LSP_Expanded_guide_July_2016.pdf)  

LEVEL 

Navigating 
for the 
future 

Leading 
strategically 

Thinks strategically 
Progresses current thinking 
Develops and implements strategy 
Engages people in the vision 

 
5 

Leading with 
influence 

Leads with purpose 
Persuades and inspires others 

5 

Engaging 
others 

Connects with others 
Listens 
Reads people and situations 
Communicates tactfully 

 
4 

Stewardship Enhancing 
organisational 
performance 

Strengthens business performance 
Fosters a continuous improvement culture 
Leads innovation 

 
6 

Enhancing 
system 
performance 

Provides organisational leadership (internal relationships) 
Provides organisational leadership (external relationships) 

 
5 

Leading at the 
political 
interface 

Works with political representatives 
Informs and influences political representatives 
Navigates political issues 

 
2 

Making it 
happen 

Achieving 
ambitious 
goals 

Committed and tenacious 
Ambitious 

 
3 

Managing 
work 
priorities 

Planned and organised 
Purposeful about where they invest their time 

 
3 

Achieving 
through 
others 

Delegates effectively 
Maintains appropriate oversight of work 

 
3 

Identifying 
and 
Developing 
our Talent 

Enhancing 
people 
performance 

Sets clear expectations 
Supports and reinforces high performance 
Manages people performance 

 
3 

Developing 
talent 

Coaches and mentors people 
Develops individual capability 
Develops collective capability 

 
3 

Enhancing 
team 
performance 

Sets clear team objectives and expectations 
Monitors team cohesion and performance 
Strengthens team cohesion and performance 

 
2 

Leadership 
Character 

Curious Thinks analytically and critically 
Displays curiosity 
Mitigates analytical and decision making biases 

 
3 

Honest and 
courageous 

Shows courage 
Shows decisiveness 
Leads with integrity 

 
3 

Resilient Displays resilience 
Demonstrates composure 

3 

Self-aware 
and agile 

Encourages feedback on own performance 
Can self-assess 
Adapts approach 
Shows commitment to development 

 
3 

Note: More detail about the key capabilities for this role are included in the Position Statement 

https://www.ssc.govt.nz/sites/all/files/LSP_Expanded_guide_July_2016.pdf

