MINISTRY OF

JUSTICE

Tahii o te Ture

Team Manager Bailiffs

Reports to Manager Bailiffs Group Operations & Service Delivery

Unit/Team NSD Collections Services Location Auckland, Christchurch, Hamilton,
Wellington

Direct 8-12 HR 5 Financial Nil

Reports Delegation Delegation

Our ministry

Justice is the foundation of any democratic society and New Zealand has one of the most
trusted public services in the world. At the Ministry of Justice, we work as one team to
provide a great service to the public every day. Our team of over 4,000 people is working
together to strengthen people’s trust in the law of Aotearoa New Zealand.

We lead the justice sector administering the courts and tribunals, the legal aid system, and
the Public Defence Service, ensuring their integrity. We provide policy advice to the
government on legislation relating to the justice system and New Zealand’s constitution. We
help the Crown to honour its responsibilities to Maori.

It is an exciting time to join us. We are leading the transformation of our criminal justice
system, helping to tackle New Zealand’s high levels of family violence and sexual violence,
and improving New Zealanders’ access to justice. We want to provide better justice for Maori
and we are working closely with the tangata whenua.

We listen to and work with our communities so we can improve our services for the people
who need them most and increase our support for the most vulnerable. We want people to
have the same high quality of service regardless of who they are, where they are, or how
they interact with us.

The Ministry is a great place to be - where you can be yourself and succeed. We value
diversity. We respect our people, practice integrity, deliver great service and our team
always aims for excellence - Respect, Integrity, Service, Excellence - R.I.S.E - these are our
values.
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Our group

Operations and Service Delivery (OSD) is responsible for delivering services to the Ministry’s
customers and supporting service delivery through the Courts and Tribunals. The group
works collaboratively, harnessing our collective strength to deliver modern, accessible,
people-centred justice services in a consistent manner for customers, regardless of where or
how they interact with us.

OSD contains six groups that operate as one:

¢ Commissioning and Service Improvement oversees improvements to customer
services and commissioning (contracting services from providers) and determines
how best to deliver them to achieve national consistency.

e Courts and Tribunals, Regional Service Delivery supports face-to-face service
delivery through four regions. This group supports the Judiciary and delivers quality
services to participants across the District Court, Maori Land Court, and Tribunals.

e National Service Delivery delivers services nationally, where the services do not
need to be delivered to the customer face-to-face. This includes transcription
services, judicial libraries, collections, call centres and centralised services and
central processing.

e Senior, Employment, Environment and Coroners Court (SEECC) provides high-
guality support and services to the Court of Appeal, High Court, Employment Court,
Environment Court, and Coroners Court.

o National Security Operations team is responsible for ensuring the safety and security
for the judiciary, staff and visitors to Courts or Tribunals across NZ. This team is
made up of approximately 350 frontline Court Security Officers, with supporting
management team.

o Te Whare o Nga Kaihauti Waka o Te Kéti-a-Rohe o Aotearoa Office of the Chief
District Court Judge provides administrative, operational, and strategic support to the
District Court Judicial Leadership team, comprising the Chief District Court Judge,
National Executive Judge, Principal Family Court Judge, and the Principal Youth
Court Judge. The Office is largely independent in its support to the judiciary

Our values: RISE

Respect Whakamana

We value others and their contributions A process of mutual respect and understanding

Integrity Toka Ta

We are honest and open Solid in our foundations and maintain the integrity
of the Ministry.

Service Akina

We deliver results Encouragement. Doing what needs to be done

without praise or the need to be recognised. Itis
about Service and doing the jobs that no one

wants to do.
Excellence Eke Panuku
We focus on quality Successfully overcome. Going above and

beyond, pursuing excellence in all that we do for
the people that we engage with and serve.
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Your role

The Team Manager — Bailiffs delivers a professional and customer service-oriented work
environment through motivating, coaching and monitoring their team.

Emphasis in this role is on coaching the performance of customer facing staff, and
monitoring and maintaining the quality of the team's outputs against a national service
delivery model

Deputy Registrar powers pursuant to the District Courts Act 1947

Team managers may hold the same Deputy Registrar powers which assist in their
responsibility to coach, mentor and drive the quality of their staffs' work.

Your responsibilities

Team Leadership

Lead and motivate to ensure that staff have appropriate skills and confidence to
make good quality decisions. This will include:
o Identifying and assessing areas for capability development, and implementing
plans to address gaps.
o Clearly setting expectations, monitoring team performance, and giving
constructive feedback/support when appropriate.
o Developing an environment that encourages high motivation and effective
participation levels within the Collections Service ethic.
o Managing the development and application of succession plans, where
appropriate.

Operational Delivery of Services

Ensure a consistent approach to the delivery of collection and payment services
based on a National Service Delivery model, Quality Framework and Health & Safety
Framework.

Manage the implementation of new or improved business processes.

Monitor work allocation as part of overall contribution to national service delivery.
Fosters a working environment that is customer focused, sets out clear service
delivery responsibilities and expectations for each role, and supports good judgment.
Act as an information source for team members, assigning tasks, following up and
giving instructions as needed.

Establish and maintain effective relationships with internal and external stakeholders.
Monitor rosters and ensure resources are available to manage regional demands.
Participate in the recruitment and inductions of new staff.

Identify opportunities for increased performance.

Planning of regional fines operations.

Quality of Services

Perform quality assessment checks via on-road and Body Worn Camera footage
against the National Quality Framework for all team members and provide individual
feedback to improve performance and develop skill capability.

Practice a continuous improvement approach by reviewing own work methods and
maintaining a positive approach to solving problems/issues.
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Ensure that service levels for internal and external customers met

Customer Focus

Establish and maintain effective relationships with customers and gain their trust and
respect.

Work collaboratively with others to achieve Collections goals.

Act with customers in mind.

Being respectful in all interactions internally and externally.

Health & Safety at Work

Provide leadership in health and safety issues.

Understand and meet your health and safety responsibilities, including in relation to
hazard management.

Communicate and consult with employees on health and safety issues.

Ensure effective injury management processes are put in place for injured
employees.

Investigate and report work related accidents, illnesses and incidents in accordance
with the requirements of the law and the Ministry’s policies.

Your working relationships

Internal Staff across Collections and other Ministry business units

External Users of our services such as the local authorities, the Police, and other

prosecuting agencies
Member of the public and their representtives
Other Justice sector and public sector agencies

Your education & experience

EDUCATION/PROFESSIONAL QUALIFICATIONS AND TECHNICAL SKILLS

Relevant tertiary qualification or experience to an appropriate level.

WORK EXPERIENCE

NOTE:

Demonstrated ability to lead, motivate, empower, coach and develop effective teams,
including remote management.

Experience managing a customer service operation that has a national focus.
Experience in service delivery and process implementation.

Experience in enforcement or regulatory environments is preferred but not essential.
Strong relationship management across all organisation levels.

A full and clean New Zealand drivers licence is essential.
The ability to travel nationally is required.
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Public Service

Mahi topU ai nga Kaimahi Tamatanui e whai tikanga ai te noho a nga tangata o Aotearoa.
Hei ta te Public Service Act ko te patake o nga Kaimahi Kadwanatanga, ko te tautoko i te
kawanatanga whai ture me te kdwanatanga manapori; ko te awhina i te Kdwanatanga o te
wa nei me 0 anamata ki te whakawhanake, ki te whakatinana hoki i a ratou kaupapa here;
ko te tuku i nga ratonga timatanui e nui ana te kounga, e nahanaha ana ano hoki; ko te
tautoko i te Kdwanatanga e turoa ai te whai oranga o te marea; ko te huawaere i te whai
wahitanga o te kirirarau ki te ao timatanui me te whakatutuki i nga mahi i rungaita te turei
whakahau ai. E hiranga ana te wahi ki a matou ki te tautoko i te Karauna i ana hononga Ki
nga iwi Maori i raro i te Tiriti o Waitangi. Ahakoa he nui ngd momo tiranga mahi, e tapatahi
ana nga kaimahi timatanui i roto i te whakaaro nui ki te hapai i nga hapori, ka mutu, e
arahina ana a matou mahi e nga matapono matua me nga uara o nga Kaimahi Tumatanui.

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 Maori under the Treaty of Waitangi / 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.
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Our Leadership Framework

Our Ministry of Justice Leadership Framework sets out the skills, knowledge and behaviours
expected of all leaders in the Ministry.

The Framework brings together the critical capabilities (skills and knowledge) and the
behavioural attributes we expect of all leaders at the Ministry, specific to the leadership tier
their role sits within.

Delivery Leadership — Tier 5 (onwards)

Q9 Navigate for the Future Stewardship
Q » Lead Strategically, aligning » Enhance organisational and system
omt team work to organisational performance through collaboration
purpose and outcomes. and partnerships.

Engage and influence others Lead and manage change effectively,

through clear communication . supporting teams to adapt.
and collaboration. Attributes

Use Data, reporting and insights to
Role model purposeful, values Resilient improve quality, efficiency, and
led decision making. Self-aware impact

Courageous

Cultural competence

Curious

Develop Talent Iellsive Make it happen

W » Set clear expectations, coach, Honest + Deliver ambitious goals, manage
and support people to perform Agile priorities, and ensure efficient use

and grow. of resources.

Build team capability, cohesion, Delegate effectively, enabling
and career development others to succeed.

RS Strengthen service delivery,

Recruit, develop, and retain the operations, financial management,
right talent. and use of technology.
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