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Position: Human Resources Advisor 

Location: National Office 

Group: Corporate Services 

Reporting to: Deputy Chief Executive Corporate Services (through Senior 

HR Advisors) 

Issue Date: June 2021 

Delegation Level:  5 

Staff Responsibility: No 

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 

• 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. 
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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.  
 
ERO is committed to becoming a bicultural and bilingual organisation and has published He 

Taura Here Tangata - ERO’s Māori Strategy to support that journey.  It is an expectation of all 

staff that they will be open to improving their knowledge and skills in Tikanga Māori and Te 

Reo Māori. 
 

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 Human Resources Advisor is accountable to the Deputy Chief Executive Corporate 

Services for the provision of high quality human resource and health and safety advice, 

policies and systems to support ERO in achieving its strategic objectives/business goals as well 

as meeting legislative requirements and the requirements of external agencies. They are 

responsible for ensuring that the Office’s human resource requirements are met in a 

professional and highly efficient manner.  

Responsibilities 
Health, Safety and Wellbeing 

• providing advice and support to ensure that ERO is meeting its obligations under the 
Health and Safety at Work Act 2015 

• reviewing and making recommendations for systems and processes to ensure they are fit 
for purpose and appropriate for ERO’s workforce, whilst recognising te ao Māori 

• developing and implementing work programmes and training as required 

• supporting and mentoring H, S & W representatives and managers in their roles 

• providing regular reporting to the H&S Governance Group and Executive Leadership Team 

• providing advice and support to the Health & Safety Governance Group 

• overall managing of ERO’s Health and Safety and employee wellbeing processes 

• providing administration and support for culture surveys including data analysis 

Human Resource Policy Development and Implementation 

• providing input to policy development from an operational perspective, and ensuring that 
polices meet the requirements of the Office and the good employer principles of the 
Public Service Act 2020 

• contributing to the development and implementation of policies, processes and tools 
with a strong focus on implementation of these in partnership with managers and in 
consultation with employee representatives (e.g. the Health and Safety systems) 

• regularly reviewing and updating human resource policies, systems and guidelines 

• assisting with promulgating Human Resources policies via the Intranet 
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• maintaining an up-to-date knowledge of relevant legislative changes and their impact on 
the Office/Human Resource activities 

• advising on employment arrangements. 

HR Advice and Support 

• working in partnership with managers to provide timely solutions, being proactive and 
responsive to assist them to develop and maintain effective employee relationships and 
business solutions 

• ensuring that professional Human Resource advice is accessible to managers and staff 

• providing sound Human Resource advice and input into business unit decisions where 
required 

• being available as a source of advice and as a sounding board on Human Resource 
perspectives, policies and processes 

• providing advocacy and support for managers in managing and resolving performance 
and employment relations problems, including working with representatives and unions 
and attending mediations 

• identifying and proactively managing risks regarding Human Resource practices and 
decisions 

• interpreting and advising on the content of employment agreements and providing 
information and interpretation on relevant legislation which impacts on conditions of 
employment 

• providing timely information to managers so that ERO can meet its responsibilities to 
report to the Minister, Public Service Commission and Parliament 

• assisting the Senior Human Resources Advisors to monitor the effectiveness of Human 
Resources policy, advice and support. 

Provision of Services 

• managing the payroll system (contracted out to Datacom) for ERO including ensuring 
that: all staff are paid correctly and on time, appropriate management reporting 
(statistics/information) from system is carried out, legislative requirements are met, 
system updates occur as needed and disaster recovery procedures are in place 

• recruiting of staff including assisting with advertising, interviews, assessments, 
background checks, appointment, designation and induction 

• managing the leaving of staff including arranging exit interviews 

• conducting job analysis and job design, competency and position statement development 

• undertaking ad hoc Human Resources projects and contributing to relevant review 
committees or working parties as required from time to time  

• assisting with remuneration reviews 

• assisting with collective employment agreement negotiations 

• providing other specialist services as required. 
 

Relationships 
The Human Resources Advisor will: 

• work closely with other members of the Human Resources Unit 

• establish and manage effective relationships both internally with key managers and 
employees and externally with other Human Resources contacts in the state sector and 
key contacts of service providers/consultants (e.g. payroll, superannuation, training, legal 
experts) 

• foster a positive relationship with the PSA Organiser and delegates and managing the 
work programme under the Workplace Relationship Agreement (WRA) relationship 

• support the Chief Executive/Chief Review Officer on an as needs basis regarding Human 
Resource issues 
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• liaise and maintain contact with other managers and staff of the Education Review Office 

• liaise and work with ERO’s health and safety delegates 

• from time to time work or liaise with: 
- appropriate Public Sector agencies 
- the State Services Commission 
- the Public Service Association organisers and delegates 
- Employee Assistance Programme 
- service providers (e.g. payroll and recruitment services providers) 
- consultancies 
- training providers 
- formal and informal networks as required (i.e. Public Service Commission-managed 

networks, Human Resources New Zealand). 

 

Person Specification 

Educational Qualifications 

It is desirable that the Human Resources Advisor has undertaken some form of study leading to a 
tertiary qualification, and/or some form of specific training courses relative to the requirement of 
this position. 

Knowledge, Experience and Skills 

• a sound knowledge of relevant legislation, particularly the Health and Safety at Work Act 
2015 

• experience in managing Health, Safety and Wellbeing activities 

• successful experience in human resources 

• proven ability to work with a wide range of people 

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

• highly developed oral and written communication skills 

• high quality interpersonal skills 

• a commitment to the issues of equity and awareness of the social and cultural backgrounds 
of staff and clients. 

Personal Qualities and Attributes 
The Human Resources Advisor role requires: 

• good interpersonal skills, including the ability to work in an advisory 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. 
 

General Accountabilities 
 

Code of Conduct and Policies and Procedures 
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• 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, 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.  


