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OFFICE OF THE SPEAKER

OF THE

Parliament of the Cook Islands

PO Box 13, Rarotonga, Cook Islands

Tel: (682) 26500 Fax: (682) 21260

Email: niki.rattle@cookislands.gov.ck
Website: www.parliament.ck
SCHEDULE 1:
JOB DESCRIPTION / POSITION DESCRIPTION
JOB / POSITION DESCRIPTION:  Clerk of Parliament of the Cook Islands

RESPONSIBLE TO:                           Speaker of Parliament

DATE:                                                  January 2021
ROLE PROFILE:    The position of the Clerk of Parliament is one of the oldest public offices in the Cook Islands. It dates from 1964 when the Constitution of the Cook Islands was adopted when Parliament met for the first time. The Clerk of Parliament is the principal officer of Parliament.  
The Clerk of Parliament is responsible to the Speaker. The Clerk and the staff of the office provide constitutional support for the operation of Parliament and committees. They provide expert advice on parliamentary procedures, make administrative arrangements for meetings of the House and committees, and arrange for parliamentary activities and documents to be printed and published. 

PRINCIPAL DUTIES AND FUNCTIONS 

The Clerk is the main contact for the Speaker and all members when they need procedural or important or sensitive parliamentary issues. The Clerk also leads policy initiatives when the Office contributes to parliamentary or constitutional matters.

The Clerk will ensure the delivery of the duties and functions specified in Part III of the Legislative Service Act 1968-69:
· Impartiality  

· Servicing 

· Procedures 

· Journals 

· Printing of Acts and Statutory Instruments 

· Sale of Documents

· Administration of Acts as per Instructions in this job description 

· Library Service.

Statutory responsibilities also include - Determining the form of questions and establishing whether petitions have achieved the appropriate numbers, under the Article 43 of the Constitution and Part 19 of the Standing Orders.

Principal Relationships - The Clerk of the Parliament is directly responsible to the Speaker who is vested with the Control of the Parliament Service. 

In addition, the following are other principal relationships:

· Minister responsible for expenditure and estimates of Parliament

· Leader of the House

· Parliamentary party whips

· Members of Parliament.

Accountabilities for Finances: The Clerk prepares the budget and business plan. 

The Clerk is accountable to the Speaker, Responsible Minister and to the relevant select committees that consider the Estimates for the Parliamentary Service and which may conduct a Financial Review of the Parliamentary Service. 
Critical Success Areas – The Clerk of Parliament is expected to direct his/her effort and achieve success over the term of the appointment to the following areas:

· Establish effective working relationship with the Speaker, and Members of Parliament, and staff.

· Coordinate and facilitate the passage of Bills through Parliament in a timely manner by ensuring that sittings and business are scheduled, and that rules, forms and procedures are observed to ensure that bills are passed according to law, including translations and broadcasting.

· Promote and assist with the administration of international inter-parliamentary relationships and the Commonwealth Parliamentary Association branch membership that the Speaker is the Chairperson for.

· Ensure continuous improvement in the performance of the Parliamentary Service with sound financial practices resulting in unqualified audit reports.

· Continue to develop staff capability and engagement through a staff training program, Annual Performance Management/Performance Development with assistance of partners.

· Take a leadership role in developing policy initiatives which contribute to parliamentary or constitutional initiatives.
· Plan for implementation of Members’ travel, remuneration and allowances.

· Undertake self capacity building in areas identified in the performance management interview process.

· Ensure the efficient and effective implementation of the Parliament Strategic Plan.

· Deliver any other reasonable duties and/or responsibilities assigned by the Speaker.

Instructions – The Clerk must execute instructions issued by the Speaker to give effect to the signed contract between them and this job description and also to comply with and give effect to provisions of the following instruments: 
· Constitution of the Cook Islands
· Legislative Service Act 1968-69 
· Civil List Act 2005

· Legislative Assembly Powers and Privileges Act 1967

· Remuneration Tribunal’s Act 2005 (as amended in 2007)
· Remuneration Tribunal (Payment of Queen’s Representative and Members of Parliament) Order 2019

· Cook Islands Parliament Standing Orders (1984 as amended and applied in 2004)

· MFEM Act 1995-96  
· PERCA Act 1995-96.
.
Good Employer Principles – The Clerk of Parliament is responsible for developing and maintaining a positive and harmonious working environment that aligns with good employer principles as follows:

a) Ensure that clear and relevant job descriptions exist and are sized for all staff in alignment with the core functions and approved staffing structure of Parliament.

b) Develop and implement internal management and operations policy and procedures that will facilitate the achievement of agreed outputs.

c) Develop a human resources strategy for the Parliament with a focus on individual and organizational capabilities and growth; alignment and implementation of Personnel Policy and employment contracts where such is required in line with relevant legislative requirements.

d) Lead and manage staff to achieve agreed outputs.

e) Regularly review staff performance in line with agreed outputs and performance agreements.

f) Develop and maintain individual staff profiles on record.
g) Provide good and safe working conditions for all staff that are free from bullying or harassment and which promote gender equality.
PERSON PROFILE/SPECIFICATION: The Clerk of Parliament will need to display the highest management and ethical competencies that befit the seniority and public prominence of the position. To be successful in the role of the Clerk of Parliament, you will need to possess and display the following competencies:

Strategic leadership – You will need to demonstrate the ability to think strategically and analytically about the issues facing the Parliament. You will be able to translate strategic thinking into practical effort, directing action towards achieving goals and meeting stakeholders’ needs within the available resources. You will have a strong grasp of key trends and issues facing the Parliament and develop long range strategies and plans. You will need to be able to create a compelling vision with others and inspire support for the vision.

Effective Communications – You will have proven communications skills, with the ability to explain, persuade, convince and influence a wide range of people. You will be able to develop and maintain effective information networks with the Speaker, Parliamentary Committees, Members of Parliament, staff and other areas of Government. You will need to be able to listen well.
Organizational and Operational skills in a Parliamentary environment – The Clerk is the first expert in Parliament as an institution. You must have a thorough understanding of the parliamentary systems. You must also have an understanding of the current political environment, government processes, systems and structures and possess sound judgement and discretion in an often highly sensitive environment. You will position the organization to effectively and efficiently meet the priorities of the Speaker and Members of Parliament.

Managerial Expertise and Courage – You will be respected for the ability to lead, motivate and interact with people at all levels in order to maximise the quality and contributions of staff and to develop a workplace committed to excellence in administration and service delivery. You will be expected to step up when times are tough. If conflict arises, you will be able to look for common ground and resolve differences amicably and calmly. You are a good judge of people and are able to clearly see their strengths and limitations.
Acting with honour and integrity - You must have a reputation for independence, impartiality, fairness and open mindedness. You will need to model the highest standards of honesty, personal integrity, professionalism and institutional behaviour, and exercise the advisory, administrative and statutory functions of the position decisively, fairly and with consistently sound judgement.

Energy and drive - You will consistently demonstrate energy and drive for better results. You don't give up in the face of resistance or setbacks; however, you are also willing to adapt your approach if necessary to achieve the desired results. You consistently and constantly strive for better performance, balanced with a concern for people and due process. This is a big and complex role for an ambitious leader.

Personal and Interpersonal skills in building and sustaining relationships – You have highly developed interpersonal skills. You will need to demonstrate the ability to relate to Members of Parliament effectively and to develop and maintain effective and impartial working relationships. In particular, the building and sustaining of relationships with the Speaker, Leader of the House, Whips, and other members of Parliament and staff are essential to successful performance in this role. 
KEY COMPETENCIES

a) Sound knowledge of parliamentary and government processes, systems and structures

b) Good understanding of legislation that applies to the Parliament as per Instructions in this job description.

c) Excellent understanding of policy development with strong skills in researching, analyzing and writing policy.

d) The ability to work collaboratively with other agencies and stakeholders in the development of strategies and policies that are relevant to the Parliament.  

e) The ability to exercise judgement and determine the implications of the regulatory, administrative and statutory advice rendered to government. 

f) Demonstrated experience in the preparation of business and strategic plans, projects and the Parliament’s appropriation, including donor funding.

g) Proven leadership and management qualities with the following competencies:

· Human Resource Management

· Strategic Management

· Financial Management

· Knowledge Management

· Risk Management.

h) Ability to communicate effectively and appropriately with all levels.

i) Results orientated with a focus on service delivery, innovation and customer focus.

j) Ability to forge mutual professional relationships with the Speaker, Members of Parliament in Government and Opposition, Peers and all other stakeholders.

k) Ability to think creatively and strategically to successfully mediate and negotiate with individuals and groups internally and externally.  

l) Proven Good Employer principles.

Qualification and Experience:

	Essential: (least qualification to be competent)
	Desirable: (Specific qualification for job)

	A tertiary qualification in management, public administration or relevant field
	Post graduate qualification in management, public administration or relevant field


Knowledge / Experience:

	Essential: (least number of years to be competent)
	Desirable: (no less than 5 years senior position)

	5 years senior management of a Department and staff with proven track record.
	The last 3 years as a CEO in the relevant position or equivalent 




BEHAVIOURAL COMPETENCIES

Values - The Clerk of Parliament must uphold the following values:

(a) honesty – acting honestly, being truthful, and abiding by the laws of the Cook Islands

(b) impartiality – providing impartial advice, acting without fear or favour, and making decisions on their merits;

(c) service – serving the people well through faithful service to the Parliament and Government of the Cook Islands

(d) respect – treating the people, the Parliament and Government of the Cook Islands, staff and colleagues with courtesy and respect;

(e) transparency – taking actions and making decisions in an open and properly documented way;

(f) accountability – being able to explain the reason for actions taken, and taking responsibility for those actions;

(g) efficiency and effectiveness - achieving good results for the Cook Islands in an economical way.

Code of Conduct - The Clerk of Parliament must, in the course of his/her employment:

1. behave with integrity, impartiality and honesty

2. exercise care and diligence

3. be professional, courteous, and treat everyone with respect and without coercion or harassment

4. comply with all applicable laws relating to their employment

5. comply with all lawful and reasonable instructions

6. take reasonable steps to disclose and avoid any real or apparent conflicts of interest in connection with their employment

7. ensure the proper and prudent use of government resources

8. use official information only for official purposes

9. not improperly use their status or authority to seek or obtain a benefit for themselves or any other person or body

10. at all times act and behave in a manner that upholds and promotes the integrity, values, and good reputation of the Parliament and Government 

11. comply with any other conduct requirement as may be prescribed by regulations

12. maintain zero tolerance for physical, verbal, gender based and other forms of violence in the workplace and beyond.

Statutory Relationships - The Clerk of Parliament is appointed by the Queen’s Representative on the recommendation of the Speaker made after consultation with the Prime Minister.

The Clerk of Parliament has the same financial management responsibilities to the Speaker as any other departmental chief executive has to his/her Minister.

	Endorsed by: Speaker Niki Rattle                         Signed by Clerk: 

Signature:                                                                   Signature:        

Date:                                                                            Date:                                              
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