
 

 
Lead Advisor to Commissioner 

Kaitohu Tumuaki 
Position Description 

 
Reports to Manager, Commissioner Services 
Team/Unit Commissioner Services Team 

Location Wellington or Auckland 

Salary Band $122,400 - $165,600 

Direct Reports 1 
 

About the Human Rights Commission 

The Human Rights Commission was created to provide better protection of human rights in 
Aotearoa. The Commission was formed in 1977 and operates in accordance with the Human Rights 
Act 1993. 

We are funded through the Ministry of Justice but carry out our responsibilities independently of the 
New Zealand Government as an Independent Crown Entity. 

Our values: 

Our values guide how we behave as an organisation and as individuals to achieve our mission: 

• Mana tangata – human dignity 

• Māia, tika, pono – courage and integrity 

• Whanaungatanga – relationships 

About this Position 

The Lead Advisor will provide strategic and professional leadership, technical expertise, oversight, 
guidance and support across the full portfolio of work of a Commissioner. This position may have 
aspects that are public facing, such as stepping in for a Commissioner at public events or hui, as well 
as complex and sensitive work out of the public eye. An understanding of and competence in te Tiriti 
o Waitangi and Tiriti-based approaches is essential. Additionally, Te Ao Māori/Mātauranga Māori 
knowledge and expertise are also vital to succeed in this role. This is a high-level senior position that 
works closely alongside the respective Commissioner to create positive change in Aotearoa New 
Zealand. 

This position has close ties with the Commission’s Ahi Kaa, Advisory Research and Engagement, and 
Human Rights Information and Support teams. Inter-team communication and collaboration is a 
crucial part of supporting the Commissioners in their mahi.  

The Lead Advisor has one direct report, which will be the Executive Assistant to the 
Commissioner/Chief Commissioner. The Lead Advisor also works closely with the other Advisor/s to 
the Commissioner or Chief Commissioner. It is the responsibility of the Lead Advisor to effectively lead 
the team relationship to ensure high quality outputs, seamless Tiriti-based service delivery, and 
effective communication.  
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The position will lead key projects and programmes on significant matters for the Human Rights 
Commission as directed by a Commissioner. The Lead Advisor will be confident having robust 
conversations with senior leaders and with Commissioners to ensure projects and work pieces are 
aligned with the Commissioners’ priorities, capacity, and work plan. The Lead Advisor positions are 
fast-paced, exciting, and play a pivotal role in supporting and leading Commissioners’ work 
programmes to success. 

The Lead Advisor is a new position at the Commission. As a result, the role will evolve and change 
over time. This may result in this position description being reviewed and amended to better reflect 
duties, skills required, and expectations. You will have the opportunity to help shape the Lead 
Advisor position. 

Purpose of the Commissioner Services Team 

The Commissioner Services team is a team of specialised, senior, strategic advisors, and the 
Executive Assistants supporting the Commissioners. The advisors in the Commissioner Services Team 
work to design and deliver actions which promote the human rights of everyone in New Zealand. 
The Lead Advisor works within the Commissioner Services team as the leader of a “mini team”. The 
other members of the mini team are one Executive Assistant and one Senior Advisor for each 
Commissioner. The Executive Assistant reports to the Lead Advisor. 
 
The Lead Advisor, Senior Advisor and Executive Assistant work together to ensure that the 
Commissioner is supported in their everyday business-as-usual tasks and their large projects.  
 

The team works externally with government, iwi, hapū, civil society organisations, diverse 
communities, businesses, decision-makers, influencers, and other stakeholders, and internally with 
Commissioners and other Commission teams. 
 
Actively supporting Commissioners in the execution of their roles is a core focus of this team. Team 
members collaborate across the Commission, providing necessary information and research and 
working creatively on human rights issues. This is an action-oriented team, engaged 
with communities, research and data.   
 
The Commissioner Services Team works closely with the Ahi Kaa, Advisory and Research, Legal and 
Communications teams.  

Working Relationships 

 Internal relationships: • Executive Assistants and Senior Advisor to the Commissioner 
• Chief Executive 
• Pou Ārahi 
• Wider leadership team 
• Ahi Kaa  
• Advisory, Research and Engagement  
• Human Rights Information and Support team  
• Communications team 
• Legal team 
• Other HRC colleagues 

 
 External relationships: • Senior leaders and executives, managers, and officials, their 

direct reports, and influencers in: government agencies, civil 
society organisations, and businesses.  

• Partnering and fostering engagement with Iwi / Māori 
community leaders, panels, kaumātua 
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• Key decision makers, influencers, and members of 
communities, with a focus on leaders 

• Influencers and decision makers in the human rights sector  
• Special interest groups and partners  
• Academics and consultants 
• General public and media 

 

Key Accountabilities 

Support to 
Commissioner  

• Provides strategic advice, guidance, and technical support to the 
Commissioner  

• Provides leadership by bringing new ideas and knowledge to 
human rights and Tiriti o Waitangi discussions to support the 
leadership team and the work of the Commissioners  

• Supports the Commissioner by attending engagements with 
them and on their behalf 

• Provides high-quality papers, reports and position statements 
that align to the HRC’s strategic priorities 

• Enhances the reputation and integrity of the HRC by 
demonstrating high levels of credibility when engaging with 
public sector agencies and relevant communities of interest 

• Drafts and reviews key communications and written work that 
fall within the Commissioner’s portfolio, to ensure consistency 
and quality of messaging 

Te Tiriti o Waitangi • Ensures the Commissioner brings a Tiriti-based approach to the 
work within their portfolios  

• Facilitates a strong relationship between the Commissioner 
Services Team and Ahi Kaa, providing an access point to the 
specialist expertise that Ahi Kaa can provide to the 
Commissioner portfolios and approach 

• Partners appropriately to promote the human rights dimensions 
of te Tiriti o Waitangi and to develop the Commission as a Tiriti-
based organisation 

• Applies knowledge of te Tiriti o Waitangi and its application in 
our organisation/team in all work practices 

Project / programme 
and management 

• Leads and manages assigned programme and project work areas 
using project planning and management techniques to 
effectively carry out the agreed project work, within the 
resources available, and provides timely reports on progress 

• Works independently - identifies the overall project objectives, 
uses initiative to resolve conflicts, manage risks and coordinate 
work with others 

• Ensures effective cross-Commission collaboration 

Relationship 
management  

• Promotes effective communication channels between the 
Commissioner and other HRC stakeholders, fostering a high level 
of collaboration by, for example:  

1. actively balancing resources between strategic project 
and responsive work,  

2. negotiating trade-offs to accommodate urgent work 

• Effectively influences through engagement and communication 
with senior stakeholders  
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• Maintains effective relationships across a variety of functions 
and locations. 

• Draws upon multiple relationships to exchange ideas, resources, 
and know how 

• Actively seeks to build and maintain a network of contacts 

• Responds in an exemplary manner to members of the public and 
other stakeholders who contact the Commission 

• Chairs and contributes constructively to meetings, including 
where matters are complex or sensitive and require negotiation. 

Quality Management • Supports the development and maintenance of standard 
processes and quality guidelines to ensure consistency in the 
approach to advisory, research and associated outputs 

• Reviews work of Commission staff and consultants / contractors. 

Monitoring and 
Reporting 

• Contributes information and analysis to support and inform 
international treaty body and domestic monitoring and 
reporting, Commission inquiries, and policy submissions 

• Actively contributes to the strategic planning process 

• Provides content and peer review for statutory reporting 
documents such as term reports, annual reports, and engages 
with auditors. 

Leadership • Effectively leads and coordinates the “mini-team” supporting the 
relevant Commissioner 

• Leads the Tiriti-based approach of the “mini-team” 

• Identifies, shapes, and leads programmes of work in response to 
an agreed strategy and plan within budget and parameters as 
directed by Commissioners 

• Effectively leads and manages the Executive Assistant role to 
ensure continuity of service to Commissioners 

• Provides intellectual leadership by bringing new ideas and 
knowledge to discussions and leads strategic conversations 

• Encourages diverse thinking to promote and nurture innovation 

• Models the behaviours expected of a senior member of staff 

• Provides cover for Lead Advisors to other Commissioners as 
necessary. 

Compliance • Role models the standards of Integrity and Conduct for the 
Public Service 

• Contributes to the development of, and helps promote and 
builds commitment to the Commission’s vision, mission, values, 
and services, by:  

1. supporting the Commission’s good employer 
responsibilities under the Crown Entities Act 2004, 

2. Understanding and upholding Human Rights Commission 
internal policies, 

3. Abiding by all other pertinent legislation, including 
Privacy Act and Public Records Act responsibilities.  

 

From time to time, it may be necessary to consider changes in the position description in response 

to the changing nature of our work environment. 
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Person Specification 

Qualifications 
& Training: 

• Relevant postgraduate qualifications are desirable  

• Significant relevant experience at a senior level 

Experience: • Significant experience in a similar role - e.g. principal policy advisor or 

senior private secretary 

• Demonstratable experience and understanding of te Tiriti o Waitangi 

action and activation in daily work 

• Experience in coaching, mentoring, and developing staff (experience 

in managing a small team is desirable) 

• Lived experience and/or expertise is desirable in one or more of the 

Commission’s priority population groups, including Māori, disabled 

people, Pacific peoples, ethnic minorities, migrant workers, people of 

diverse sexual orientation or gender identity, and women. 

• Extensive experience managing internal and external relationships in 

a complex environment 

• Success in building relationships and gaining support from and 

participation of key individuals and groups 

• Experience in successful project management and delivery 

Skills • Knowledge and skills in mātauranga Māori including te reo me ōna 

tikanga 

• Sophisticated understanding of human rights, including: 

o Te Tiriti o Waitangi, 

o Indigenous rights, 

o The machinery of Government, 

o Legislative and regulatory frameworks, 

o Harmonious relations between people in Aotearoa. 

• Sophisticated skills in writing, critical analysis, presentation and 

communication for a variety of audiences 

• Political nous and an ability to be highly responsive in dynamic and 

complex environments 

• Competent in applying influence and sound judgement. 

• Proven ability to produce reports and documents on human rights 

issues and to review and edit the work of others 

• Demonstrates resilience and exemplary relationship-building skills 

• Advanced organisational and time management skills 

• Commitment to continual professional development 

• Has the intellectual capability to work with multiple complex ideas in 

parallel as well as being able to integrate multiple concepts and 

pathways and deal comfortably with ambiguity 

• Has the ability to navigate comfortably through complex processes to 

achieve the desired outcomes for complex, sensitive, or risky issues 
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• Is sensitive to how people and organisation’s function, deals 

comfortably with organisation politics and anticipates issues and 

plans approach accordingly 

• Competence in Microsoft Office suite 

Personal Attributes: Commitment to te Tiriti o Waitangi  

• Demonstrated commitment to and experience of working in a Tiriti-
based context  

Analysis  
• Thinks analytically, conceptually and laterally  
• Makes links between diverse pieces of information  

Effective Communication  
• Employs clear and effective two-way communication, spoken and 

written, with a wide range of people and in all situations, in order to 
listen to understand, and to influence others  

Flexibility and Innovation  
• Demonstrates a flexible and innovative approach to problem solving 

and decision making with a capacity to develop and deliver effective 
solutions  

Health and Safety  
• Advocates, supports and ensures compliance with the requirements 

of the Health and Safety at Work Act 2015   

Conduct • Demonstrates understanding of the role and nature of a national 
human rights institution and role models the conduct required of its 
members 

• Displays the highest standards of personal and professional 
behaviour, including treating others with dignity and respect at all 
times 

• Models behaviours consistent with the Commission’s values and 
holds others accountable for those behaviours 

• Displays a high degree of consistency in personal behaviour with a 
reputation for trustworthiness 

• Consistently demonstrates good judgement and discretion 

 

As a Public Servant: 

Mahi tōpū ai ngā Kaimahi Tūmatanui e whai tikanga ai te noho a ngā tāngata o Aotearoa. Hei tā te 

Public Service Act ko te pūtake o ngā Kaimahi Kāwanatanga, ko te tautoko i te kāwanatanga whai 

ture me te kāwanatanga manapori; ko te āwhina i te Kāwanatanga o te wā nei me ō anamata ki te 

whakawhanake, ki te whakatinana hoki i ā rātou kaupapa here; ko te tuku i ngā ratonga tūmatanui e 

nui ana te kounga, e nahanaha ana anō hoki; ko te tautoko i te Kāwanatanga e tūroa ai te whai 

oranga o te marea; ko te huawaere i te whai wāhitanga o te kirirarau ki te ao tūmatanui me te 

whakatutuki i ngā mahi i runga i tā te ture i whakahau ai. E hiranga ana te wāhi ki a mātou ki te 

tautoko i te Karauna i ana hononga ki ngā iwi Māori i raro i te Tiriti o Waitangi. Ahakoa he nui ngā 

momo tūranga mahi, e tapatahi ana ngā kaimahi tūmatanui i roto i te whakaaro nui ki te hāpai i ngā 
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hapori, ka mutu, e arahina ana ā mātou mahi e ngā mātāpono matua me ngā uara o ngā Kaimahi 

Tūmatanui.  

 

The public service works collectively to make a meaningful difference for New Zealanders.  The 

Public Service Act states that the purpose of the public service is to support constitutional and 

democratic government, enable both the current Government and successive governments to 

develop and implement their policies, deliver high-quality and efficient public services, support the 

Government to pursue the long-term public interest, facilitate active citizenship and act in 

accordance with the law.  We have an important role in supporting the Crown in its relationships 

with Māori under te Tiriti o Waitangi.  Whilst there are many diverse roles, all public servants are 

unified by a spirit of service to the community and guided by the core principles and values of the 

public service in our work. 


