
 

 

 

 

Job Expectation 

 

Position Special Projects Officer 

Reports to: CEO JE number: JE23   

Location: National Office Region: Wellington 

 

The New Zealand Artificial Limb Service, (NZALS) has a vision of independent and productive lives of the 

people we care for. NZALS provides a nationwide service including the provision, fitting and maintenance of 

prosthetics and orthotics with integrated manufacture, rehabilitation and coordination of care services, and 

rehabilitation support.  These services are provided through five city-based Limb Centres that run Regional 

Clinics in other areas of the country. 
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Position Purpose an overview of what you are here to do: 

1. To carry out the day-to-day project management of special projects 

2. To manage and facilitate Business Planning  

3. To undertake duties as the National Health and Safety Coordinator  

4. To provide HR recruitment support 

 

Accountability expectations a summary of what we expect you to achieve: 

Special Projects 

Ad hoc projects as requested and supported by the CEO.  This could include administration and facilitation of 

Business Planning, writing business cases, preparation of Board papers or liaison with other Health providers. 

Business Planning 

● Coordinate Business Plan updates and maintain version control 
● Facilitation of monthly Business Planning meetings  
● Collate and track Measures of Success, Quarterly Milestones and Monthly Actions 
● Organise monthly and quarterly meetings (secure venue, caterer, key note speakers)  
● Contribution to the ‘Technology and R&D’ strategy including support for the Agile technology teams 
 
Business Risk 

● Coordinate Business Risk Register updates and maintain version control 
● Facilitation of Business Risk meetings as required  
 

Peer Support  

● Support Peer Support Service launch 
● Active member of NZALS Peer Support Advisory group 
● Administrator for NZ Kids with Limb Loss Facebook group 

 

Health and Safety 

• To provide advice on NZALS compliance obligations under the Health & Safety Act 

• To provide quarterly Health & Safety reports to the NZALS Board 

• To maintain and promulgate updates to policies and procedures, and the H&S Committee is advised 
promptly of risks, hazards and potential adverse situations 

• To provide administrative support to the H&S Committee 
 

Human Resources 

Staff  

● Recruit clinical/technical staff as required in conjunction with CEO, Regional Managers and the Human 
Resources & Workforce Planning Manager. 
 

Recruitment 

● Short-list and screen potential candidates as required 
● Schedule interviews between candidates and the Regional Managers as required 
● Conduct reference checks for potential candidates as required 
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● Prepare employment agreements and offer packs for new joiners including employment forms, work visa 
applications and induction material as required 
 

Other 

● Comply with all relevant legislation, policies, procedures and standards 
● Meet your obligations under the health and safety legislation and abide by NZALS’ health and safety 

policies and procedures 
● Complete other tasks, assignments and projects as necessary to achieve our vision and mission statement 
● Role model NZALS’ business policies and practices including the Code of Conduct, Customer Charter, and 

HR and Health and Safety policies 
 

Key Performance Indicators how we know if you are doing a good job. 

 

 Key Performance Indicators 

Special Projects 

● Positive feedback received from CEO and wider Leadership team 
● Deadlines achieved, and work produced to a high standard 
● Contribution to our ‘Expert Workforce’ strategy 
 

Human Resources 

● Positive feedback received from CEO and wider Leadership team 
● Deadlines achieved, and work produced to a high standard 
● Contribution to our ‘Expert Workforce’ strategy 
 

Team Collaboration 
● Manage own workload and support others where appropriate 
 

Health & Safety 

● Feedback from the H&S Committee regarding the quality and timeliness of 
support and advice provided 

● Ensure hazards and risks are identified and managed 
● Promote good safety practice with all colleagues 
● Workplace incidents are reported and recorded 

 

Customer Service 

● Positive feedback from patients – survey to be developed 
● Feedback from clinicians and colleagues 
● Delivers to expected or agreed timeframes (time management) 
 

 

 

Person specification 
the knowledge, skills and experience we expect a competent person to 
demonstrate: 

Education / Qualifications: 

● A relevant tertiary qualification in either Project Management (or working towards one) and/or relevant 
work experience.  

 

Experience: 

● Demonstrated capability in managing Business Planning. 

● Experience in multi-tasking several projects simultaneously. 
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● Demonstrated capability in managing confidentiality and applying discretion while engaging with staff and 
stakeholders. 

● Exceptional communication and relationship management skills; ability to build rapport with a wide range 
of people, at all levels, within and outside the organisation  

● Problem solving skills, ability to manage issues and ‘smooth out’ difficult situations. 

 
Knowledge of: 

● Office software to a very high level, particularly the Microsoft Office Suite and use of databases. 

● Health & Disability Commissioner’s ‘Code of Rights, Informed Consent and Privacy within a health service 
organisation. 

● Health and Safety at Work Act 2015. 
 

Ability to: 

● Work effectively in a team and gain the confidence, respect and co-operation of candidates, 
management, staff and other stakeholders. 

● Exercise initiative and discretion and to demonstrate the highest standard of integrity. 

● Apply planning, prioritising and organisational skills to effectively manage your time. 

● Apply a high level of attention to detail.  

● Manage effective and proactive stakeholder relationships, using appropriate influencing and negotiating 
techniques, which demonstrates an understanding of organisational and individual priorities and risks.  

● Think on your feet to problem solve and work collaboratively in a small team environment. 

● Provide evidence of a recent Police Check and eligibility to work in New Zealand. 

 

Competency expectations the skills and behaviours we expect a competent 
person to demonstrate: 

1. Accuracy and Thoroughness is ensuring that work is completed correctly, thoroughly and is of high quality. 

2. Resilience - Deals effectively with pressure; remains optimistic and persistent, even under adversity. 
Recovers quickly from setbacks.  Has a flexible approach. 

3. Accountability - Holds self-accountable for measurable high-quality, timely, and cost-effective results. 
Determines objectives, sets priorities, and manages own work. Accepts responsibility for mistakes. 
Complies with established processes and procedures. 

4. Problem Solving - identifies and analyses problems; weighs relevance and accuracy of information; 
generates and evaluates alternative solutions; makes recommendations. 

5. Interpersonal Skills - Treats others with courtesy, sensitivity, and respect. Considers and responds 
appropriately to the needs and feelings of different people in different situations 

6. Continual Learning - Assesses and recognizes own strengths and weaknesses; pursues self-development.  
Possesses an achievement orientation. 

7. Initiative voluntarily takes the first steps to identify and address existing and potential obstacles, issues 
and opportunities. 

8. Analytical Thinking is understanding a situation by breaking it apart into smaller pieces or tracing the 
implications of a situation in a step-by-step way.  Analytical Thinking includes organizing the parts of a 

http://www.hdc.org.nz/the-act--code/the-code-of-rights
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problem, situation, etc., in a systematic way; making systematic comparisons of different features or 
aspects; setting priorities on a rational basis; identifying time sequences, causal relationships or “If, Then” 
relationships. 

9. Customer focus / service:  anticipates and meets the needs of both internal and external customers. 
Delivers high-quality products and services; is committed to continuous improvement. 

10. Teamwork and Cooperation is the ability to work cooperatively with others, to be part of a team, to work 
together, as opposed to working separately or competitively. 

11. Concern for Order and Quality reflects an underlying drive to reduce uncertainty in the surrounding 
environment.  It is expressed in such forms as monitoring and checking work or information, insisting on 
clarity of roles and functions, etc. 

12. Flexibility is the ability to adapt to and work effectively within a variety of situations and with various 
individuals or groups.  It entails an understanding and appreciating different and opposing perspectives 
on an issue, adapting one’s approach as the requirements of a situation change, and changing or easily 
accepting changes in one’s own organisation or job requirements. 

 

 

Performance and development planning planning and measuring your performance: 

In accordance with NZALS’s Performance and Development Framework, your performance will be measured 
each year against the expectations and the key performance indicators described in this job expectation.  Each 
year you and your manager will identify specific objectives, targets and measures which will focus on your 
continued development and enhanced performance. 

 

 

Position parameters  

 
HR Delegations: N/A Number of direct reports: N/A 

Financial Delegations: N/A Coverage:  Individual Employment Agreement 

 
 


