
 
 
 

Position Title:  Legal and Policy Manager 
 
Date:   June 2019 
 
Reports to:  Executive Director 
 
Introduction: 
The Financial Services Federation (“FSF”) is the industry body representing the responsible and 
ethical finance and leasing providers of New Zealand. We have over sixty members and 
affiliates providing financing, leasing, and credit-related insurance products to more than 1.5 
million New Zealand consumers and businesses.  Our affiliate members include internationally 
recognised fintech, legal and consulting partners.   
 
Job Scope – Main Purpose: 

To advocate on behalf of the FSF membership to drive a strong relationship and understanding 
between FSF and its stakeholders.  Specifically, you will: 
 

• Provide analysis, legal/strategic advice and advocacy and contribute to the development of 
public policy on issues affecting FSF members; 

 

• Communicate industry views to promote policy objectives and public understanding of FSF 
members’ contribution to the community and the economy; 

 

• Maintain strong relationships with government, influencers and member representatives. 
 
Major Accountabilities: 
 

• To provide analysis and legal/strategic advice to the Executive Director and members on an 
as required basis; 

 

• To advise the Executive Director and members of relevant industry law changes and issues 
on a proactive basis; 

 

• To work with the Executive Director and members to prepare submissions on behalf of 
members to Parliamentary Select Committees and government agencies on proposed 
legislative changes; 

 



• To work with the Executive Director to effectively advocate on behalf of members to 
various Government agencies and other industry stakeholder groups to provide feedback 
on policy and advance members’ interests; 

 

• To communicate the FSF’s position on policy affecting members and other matters in the 
interest of members to Government, officials, regulators and the public as required and 
directed by the Executive Director. 

 
Secondary Accountabilities: 
 

• To contribute to member communications on legal and policy matters affecting them; 
 

• To provide regular regulatory updates to members; 
 

• To assist with conference and event management and programming to provide relevant and 
timely events to keep FSF members updated on legal and policy matters; 

 

•  To assist in the development of internal FSF policies and communications plans as required. 
 
Dimensions: 
The position is responsible for assisting the Executive Director in maintaining the Federation’s 
influence with its key target groups and ensuring that strategic goals are met. 
 
The Federation is an industry association providing a forum for chief executives and other 
senior executives of member organisations.  The representation it requires involves interaction 
with people from a very senior level to those with technical expertise. 
 
Person Specifications:  Skills, Experience and Qualifications: 

• A relevant tertiary-level qualification in law, banking and finance, economics and/or public 
policy is required; 

• An understanding of the policy development and legislative process is desirable but not 
essential; 

• Experience in or with the financial sector is desirable but not essential; 

• An ability to relate to people from all levels and to present to them effectively; 

• Excellent operational, numerical and verbal and written communication skills; 

• Experience in working with and managing relationships with senior management and 
officials from the public and private sector; 

• Excellent skills in Microsoft packages (including Word, Excel, PowerPoint, Publisher and 
Outlook); 

• Experience in providing secretarial capacity to Boards and Committees; 

• Excellent skills in managing priorities, forward planning and meeting budget requirements; 

• Able to work under pressure and without supervision and to meet deadlines; 

• Excellent judgement, initiative and discretion; 



• Possessing the highest possible levels of integrity and trustworthiness. 
 
Other desirable attributes: 

• Well organised and tidy work habits; 

• Resilience and adaptability; 

• The ability to work alone and unsupervised; 

• The ability to relate to, converse and socialise with a diverse range of people; 

• Someone who works hard and enjoys their job by taking pride in a job well done. 
 
As part of a small team, the ability to work independently as well as collaboratively, and to take 
responsibility for individual and team outcomes is essential. 
 
 
 
 


