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On 11 September 2019, you emailed the Ministry of Social Development (the
Ministry) requesting, under the Official Information Act 1982, the following
information:

s Information regarding policies or guidance that assist Private Secretaries to
fulfil their roles and duties in Ministers’ Offices.

Private Secretaries play a crucial role as the primary day to day contact between the
Minister and Ministry and are the key conduit for information between the two. They
also play an active role as broker or facilitator on behalf of the Minister and Ministry.

The Private Secretary role is challenging, varied and exciting. It provides a hands-on
fearning opportunity by working directly with Ministers and Ministry leaders. The role
of the Private Secretary can vary from office to office depending on differing
Ministerial needs.

Constructive working relationships with Ministers are important and the Ministry
works hard to ensure Private Secretaries are best placed to appropriately meet
ministerial needs.

The Ministry’s Private Secretaries are managed centrally within the Ministry and
report to Ministerial and Executive Services. The role is overseen by the General
Manager of Ministerial and Executive Services, as well as the Manager of Private
Secretaries and Correspondence.

A key role of Ministerial and Executive Services is to provide timely support, advice
and assistance to Private Secretaries to assist their success in fulfilling their roles.

The role of the Manager of Private Secretaries and Correspondence includes the
provision of guidance and advice to assist Private Secretaries in their day to day
tasks. To ensure a safe and healthy work environment, the Manager of Private
Secretaries and Correspondence provides on-going pastoral care and facilitates the
provision of external support to Private Secretaries as appropriate.

The management of Private Secretary recruitment, performance, pay, leave and
some other arrangements are also led by the Manager of Private Secretaries and
Correspondence.

All new Private Secretaries, including those providing short-term cover for the role,
meet with the Manager of Private Secretaries and Correspondence to discuss the
role, what is expected of them, and to ensure awareness of the range of support
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