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[bookmark: _Hlk535579543]Senior Project Officer, Marrung Team
The role of the Senior Project Officer, Marrung Team is to engage, partner and collaborate with the Koorie community, including Aboriginal organisations and the wider TAFE network. The work will involve scoping, implementing and monitoring programs to achieve outcomes for Koorie learners.
This is an exciting role, where you are able to make an impact in the learning of Koorie people, through building and developing your program management skills and establishing strong stakeholder relationships with TAFE networks, Koorie learners and the broader aboriginal community. 
The role leads the administration of key workflows within the Marrung Unit including projects and procedures, delegations, and workflow management. The role also provides administrative support for committees including the Marrung Central Governance Committee / the Koorie Skills Working Group and other functions as required. 
Secretariat duties include the preparation of meeting materials, agendas, PowerPoint presentations and minutes, as well as continuous improvement of committee processes. This role is a great opportunity for an individual who is highly organised, detail-focused, and passionate about integrity.
The role will require someone who has demonstrated experience coordinating governance and secretariat functions in public sector or similar environment and a proven ability to provide quality secretariat support to Executive level forums and meetings.  The successful candidate will have demonstrated experience in the handling of sensitive operational and/or personnel security related information and excellent organisational skills and strong written and verbal communication.
Are you?
· Someone who likes to work on multiple projects and is keen to contribute to positive outcomes for Koorie learners?
· Seeking an opportunity to learn, grow and achieve?
· Looking for a challenge and wanting to make a difference?
· Enthusiastic and self-motivated?

Position Title:		Senior Project Officer, Marrung Team
Position Number:	082615
Classification:		VPS5
Salary Range:		$109,730 - $132,764 plus superannuation
Group/Branch:	Office of TAFE Coordination and Delivery, TAFE Transition and Implementation, Marrung Team
Usual Work Location:	Level 32, 35 Collins Street, Melbourne / Hybrid (flexibility may be available)
Usual Hours of Work:	Full time (flexibility may be available)
Tenure:			Ongoing 
Further Information:	Tracey Evans, Manager, TAFE Partnerships, Marrung Team 
Phone: 			0455 307 977
Position Reports To:	Manager, Marrung Team
ONLY ABORIGINAL AND TORRES STRAIT ISLANDER PEOPLE ARE ELIGIBLE TO APPLY AS THIS POSITION IS EXEMPT UNDER THE SPECIAL MEASURES PROVISION OF S12(1) OF THE EQUAL OPPORTUNITY ACT (VIC).

About the department
The Department of Jobs, Skills, Industry and Regions is focused on growing Victoria’s prosperity, building the productive capacity of our economy and increasing participation – by creating more opportunities for people through skills and jobs; helping businesses and industries to thrive; and building vibrant communities and regions. For more information, see the DJSIR Strategic Plan 2023-2027
Established on 1 January 2023, our work spans numerous portfolios, supporting departmental ministers and operating across metropolitan, regional and international offices. We oversee various public entities, including public corporations, regulatory authorities and specialist boards.
The Department welcomes and encourages applications from diverse applicants, including Aboriginal and Torres Strait Islander peoples, refugees or asylum seekers, people from culturally and linguistically diverse (CALD) backgrounds, LGBTIQ+ people and people with disability.  All roles at DJSIR can be worked flexibly and we offer reasonable adjustments for applicants with disabilities. 
Our values are accountability, integrity and respect, and underpin everything we do. 
For more information about the department, please visit our website: www.DJSIR.vic.gov.au.
The Group
[bookmark: _Hlk147830554][bookmark: Role_Context]Skills and Employment (SE) focuses on enabling Victorians to gain access to skills and employment opportunities and enabling a strong pipeline of workers to meet Victoria’s skills needs, now and into the future.  
We work in collaboration across government, industry and community to deliver skills-focused solutions that leverage the opportunities in the economy and drive improved workforce outcomes across all levels of the skills and training system.  
We oversee the Victorian Vocational Education and Training (VET) system with a specific focus on ensuring the delivery of quality outcomes through TAFEs through the Office of TAFE Coordination and Delivery, informed by our partnership with the Victorian Skills Authority.  
We have a leadership role to drive better apprenticeship outcomes, promote pathways to the workforce and foster connections between employers and industry.   
We partner with universities to meet government priorities and drive better outcomes through the higher education system. We support high quality, tailored lifelong learning opportunities for adult learners seeking to develop the skills they need for work, further study, and to participate fully in the Victorian community.  
We oversee Jobs Victoria's delivery of targeted employment support to people facing barriers to work, as well as the Sick Pay Guarantee which ensures that casual and contract workers can take time off when they are sick or need to care for loved ones. We work with all Victorians to access the knowledge, skills and support they need to participate in today’s workforce, prepare for the jobs of the future and achieve their educational and employment aspirations.  
Our strong working partnerships with the Victorian Aboriginal Education Association Incorporated (VAEAI) and the Department’s Koorie Caucus will continue its focus on improving outcomes for Koorie learners and jobseekers. This important focus will inform and underpin all the work of Skills and Employment. 
[bookmark: _Hlk142564006]The Branch
[bookmark: _Hlk147311706][bookmark: _Hlk147311509]The Office of TAFE Coordination and Delivery (OTCD) plays a system leadership and management role for the TAFE Network across Victoria. The OTCD is primarily responsible for driving change in the way in which the Victorian TAFE Network provides training as a coordinated network and serves Victorian students, employers and communities and responds to Government priorities.
TAFE Partnerships and Implementation Branch consists of two units: the TAFE Partnerships and Governance unit and the TAFE Implementation and Transition unit.  
Key responsibilities include:
· Oversight delivery of transition initiatives with individual TAFEs and the TAFE network to drive improvement in operating models and strengthen outcomes for Victorian students and industry  
· Lead implementation of TAFE reform initiatives and program delivery
· Lead partnerships with individual TAFEs and the TAFE network, underpinned by OTCD Stakeholder Engagement Plan.
· Driving engagement across the Department, whole of Government and the sector to drive the interface between the government's policy agenda and outcomes for Victorian students and communities.
· Lead strategic TAFE Governance advice and support
· Lead strengthened OTCD assurance functions.
Marrung Team
The Marrung Team has a strong focus on enabling a whole-of-sector approach to Koorie learner outcomes and foster a greater understanding of self-determination. The Team is required to work across relevant cross portfolio areas collaborating within the branch to improve opportunities and outcomes for Koori learners. 
Key Accountabilities
1. [bookmark: Acc3]Establishes mechanisms to monitor impact of work to deliver projects with forward planning and strong documentation of project work. Implement roadmaps of activity that uplift TAFE and aboriginal service capability (including quality and responsiveness of delivery), organisational capability and financial sustainability.
2. [bookmark: Acc4]Provide authoritative advice to Manager and Executives on proactive engagement and partnership opportunities and the development and delivery of engagement plans, secretariat management approaches, tools, and activities, and support the day-to-day delivery of engagement activities. 
3. Establish and manage governance arrangements, processes, and working groups. Establish and monitor consistent reporting and communicate this to relevant parties and decision-makers. Assist in OTCDs strategic planning process and the meeting planning process involving all TAFEs. Participate in strategic planning activities and contribute to strategic decision making processes.
4. [bookmark: CapGroupPQ2]Deals with concepts and complexity comfortably and has creative ideas and can project how these can link to innovations. Uses analytical and conceptual skills to reason through problems and seizes opportunities and acts upon them. Proactive and self-starting and takes responsibility for own actions
5. Lead the development and implementation of stakeholder engagement and communication plans through facilitation of discussions and engagement with individual institutes facilitating specific opportunities and   integrate meaningful TAFE and aboriginal participation, open and honest communication, and mechanisms to listen to and act on feedback, within TAFE / OTCD programmes and operations.
Key Selection Criteria 
1. [bookmark: CapPQ2]Specialist/Technical Expertise for ‘Project Management’: Demonstrated expertise and knowledge in managing complex secretariat functions and projects, preferably within government and TAFE environments.  This will include planning, stakeholder management and communications activities to support implementation; Demonstrated experience in service design and delivery, process and systems implementation; Demonstrated experience in using a range of project controls and tools to track actions, report status and monitor risk. Demonstrated expertise and knowledge in managing complex projects around aboriginal learners.  
2. Stakeholder management Identifies issues in common for one or more stakeholders and uses to build mutually beneficial partnerships; identifies and responds to stakeholder’s underlying needs; uses understanding of the stakeholder’s organisational context to ensure outcomes are achieved; find innovative solutions to resolve stakeholder issues.
3. Planning and Organising: Identifies processes, tasks and resources required to achieve a goal; identifies more and less critical activities and operates accordingly, reviewing and adjusting as required; develops and implements systems and procedures to guide work and track progress; recognises barriers and finds effective ways to deal with them. 
4. Influence and negotiation Gains agreement to proposals and ideas; builds behind- the- scenes support for ideas to ensure buy-in and ownership; uses chains of indirect influence to achieve outcomes, for example, ‘gets A to show B so B will tell C’; involves experts or other third parties to strengthen a case.
5. Written and Verbal Communication: Confidently conveys ideas and information in a clear and interesting way; clearly understands the target audience and the objectives of the communication; uses audience feedback to refine communication and ensure communications are understood; handles difficult and sensitive communications well.  Lead provision of written advice to decision-makers and / or public audiences.
Desired Experience/Qualifications 
Experience in governance and secretariat functions is desirable. A bachelor’s degree in a relevant discipline, or a Certificate IV or higher in Business/Business Administration would be well regarded.
Pre-employment Screening Requirements
All applicants may be subject to the following pre-employment checks:
· National Police Records Check
· Qualification Check (where a mandatory qualification is required)
· Declaration of private interests
· Pre-employment misconduct screening declaration
The position has the following inherent requirement level of intrinsic risk: 
· A high degree of responsibility over finance and public assets (high)
· Interaction with vulnerable members of the Victorian community (high)
· Access or oversight of finance and/or assets (medium)
Position Specific Requirements 
This position has the following specific requirements:
1. Only Aboriginal and Torres Strait Islander people are eligible to apply as this position is exempt under the special measures provision of s12(1) of the equal opportunity act (VIC). 
2. This position has a requirement to work shift work or out of hours work involving evening or weekend work with occasional overnight travel
3. A current driver licence will be desirable 
Health and Safety Requirements 
The occupational health and safety requirements of this position include, but are not limited to activities involving:
· Driving
· Sedentary desk work
Employment Information
· Applicants must be an Australian Citizen, Permanent Resident or hold a valid work permit or visa.
· Recipients of a Victorian Public Service (VPS) Voluntary Departure Package (VDP) or Early Retirement Package (ERP) should note that re-employment restrictions apply.
· Non-VPS applicants will be subject to a probation period of six months from commencement of employment within the Victorian Public Service.
· All new appointments to the department will be subject to a National Police Records Check.
· Positions required to work directly with children and young people under 18 years old will require a Working with Children Check prior to appointment.
· VPS Employees are covered by the Victorian Public Service Enterprise Agreement 2020 and Senior Executive Service employees are covered by the Victorian Public Service Executive Employment Handbook and Contract.
· The collection and handling of applications and personal information will be consistent with the requirements of the Privacy and Data Protection Act 2014.
Emergency Response Requirements
The department plays a major role in Victoria’s emergency response activities, biosecurity incursions and compliance actions. Employees can be directly employed for these roles or may be called upon to support these activities as required following appropriate training and suitability assessment.
Accessibility 
DJSIR provides reasonable adjustments for people with a disability. If you need adjustments to fully participate in the application or interview process, please use the contact listed under ‘Position Details’ or contact the Diversity and Inclusion team at diversity@ecodev.vic.gov.au or 0430 527 847.
To receive this information in an accessible format (such as large print or audio) please contact the DJSIR Diversity and Inclusion team at diversity@ecodev.vic.gov.au or 0430 527 847.
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