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Advisor Operational Policy 
This position description is designed to give an overview of the type of work and performance required for this role and may include other 
duties as required.  

Who we are as an organisation and what we are about 

Everything we do is related to our vision and purpose – a safe and secure aviation system - so people 
are safe and feel safe, when they fly.  

We will have the following impacts:  

Being safe – fewer people die or sustain injury while participating in the aviation system.  

Feeling safe – people’s choice to participate in the aviation system is not limited by perception of 
unsafe practices.  

  

Our pathways to achieve this are:  

Leadership and influence – through regulatory leadership we influence a safe and secure civil 
aviation system for New Zealand.  

Active regulatory stewardship – we monitor and care for the civil aviation regulatory system 
through our policy and operational activities.  

Professional regulatory practice – we act to identify risk and reduce it through intelligence-led 
intervention.  

 

Scope 

Reports to:  Senior Advisor, Operational Policy Practice and Guidance 

Group:    System Practice and Design 

Location:  National Office, Wellington 

Role Overview 

The Advisor Operational Policy is a key member of the Operational Policy Team and works closely 

with the team to contribute to the review and development of the Authority’s operational policy.   

The role is largely focussed on the review, refinement, and development of processes, procedures, 

and work tools that give effect to the overarching policies for the Authority’s operational regulatory 

functions.  

In doing so, the Advisor will work with our operational teams together with relevant business groups 

across the Authority as required, either in a lead or support role. Also, the Advisor will contribute to 

ensuring that the Authority’s operational policy framework is kept up-to-date, including the 

publication of operational policy on the Authority’s intranet and website. 
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Core Competencies 

Collaborates – Building the partnerships 

and working collaboratively with others to 

meet shared objectives 

• Works cooperatively with others across the organisation to achieve 
shared objectives 

• Represents own interests while being fair to others and their areas 

• Partners with others to get work done 

• Credits others for their contributions and accomplishments 

• Gains trust and support of others 

Values Differences – Recognising the 

value that different perspectives and 

cultures bring to an organisation  

• Seeks to understand different perspectives and cultures 

• Contributes to a work climate where differences are valued and 
supported 

• Applies others’ diverse experiences, styles, backgrounds, and 
perspectives to get results 

• Is sensitive to cultural norms, expectations, and ways of 
communicating 

Interpersonal Savvy – Relating openly 

and comfortably with diverse groups of 

people 

• Relates comfortably with people across levels, functions, culture, 
and geography 

• Acts with diplomacy and tact 

• Builds rapport in an open, friendly, and accepting way 

• Builds constructive relationships with people both similar and 
different to self 

• Picks up on interpersonal group dynamics 

Optimises Work Processes – Knowing 

the most effective and efficient 

processes to get things done, with a 

focus on continuous improvement 

• Identifies and creates the processes necessary to get work done 

• Separates and combines activities into efficient workflow 

• Designs processes and procedures that allow managing from a 
distance 

• Seeks ways to improve processes, from small tweaks to complete 
reengineering 

Self- Development – Actively seek new 

ways to grow and be challenged using 

both formal and informal development 

channels 

• Shows personal commitment and takes action to continuously 
improve 

• Accepts assignments that broaden capacities 

• Learns from new experiences, from others, and from structured 
learning 

• Makes the most of available development resources 

 

Core Responsibilities 

Work with operational regulatory teams and other relevant teams when reviewing and 
developing operational processes, procedures, and work tools. Use our process for review of 
documents, and follow our Controlled Documents Policy. .  

• Work with key teams, including our learning and development and our quality systems 
teams, to assist with the implementation of new operational policy.  
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• Work with key teams, including our quality systems and our communications teams, to 
ensure that our operational policy framework is kept up-to-date, including the publication of 
operational policy on our intranet and website. 

• As needed, research and identify national and international best practice to help inform the 
development of operational policy. (this is change of order – from above - not a new bullet) 

• Active and positive participation in organisational initiatives and meetings. 

• Carry out work and conduct interpersonal relationships in a way that supports the 
Authority’s commitment to the principles of Diversity and Inclusion, and to the Treaty of 
Waitangi. 

• Contribute to, maintain knowledge of, and practise health and safety processes and 
initiatives. 

 

Outcomes 

• Our operational policy meets the needs of our people for clear and consistent guidance in 
the performance of their operational roles. 

• Our operational policy gives effect to our regulatory strategy. 

• Published operational policy documents are current. 

• The Authority is a safe workplace and meets legislative standards. 

Skills and Experience to be Successful 

• An appropriate tertiary qualification or equivalent experience in a similar role, in another 
government agency is desirable but not essential 

• Good relationship building skills within a strongly technical internal environment 

• Keen interest in learning and developing knowledge about regulatory practice and 
operational policy 

• Good written and verbal communication skills (using plain language) 

• Ability to problem solve and provide solutions when needed 

• Sound skills in systems thinking and logical analysis 

• Organisational management ability is essential 

__________________________________________________________________________ 

 


