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POSITION DESCRIPTION

Principal Council Officer

Classification Clerk Grade 9/10
Reports to Director, 11/12

Deputy Clerk

Clerk of the Parliaments
Direct reports Nil

About the position

The Principal Council Officer conducts research, analysis and policy development on complex
issues, prepares reports and procedural material, manages the delivery of project work, prepares
and delivers training and provides high level executive support to the Office of the Clerk. The
Principal Council Officer builds and maintains relationships with the department's key
stakeholders, responds to and resolves complex enquiries, and provides timely advice on
parliamentary procedure, law and protocol in collaboration with more senior staff.

Core requirements

1. Advanced ability to work well in a team, determine group objectives, provide guidance to
staff and delegate tasks to a small project team.

2. Advanced project management skills including the ability to take initiative, manage
multiple stakeholders, balance competing priorities and heavy workloads and meet strict
deadlines in a high pressure, high volume work environment.

3. Advanced writing and editing skills including the ability to present complex information
clearly and accurately, in a balanced and persuasive way.

4. Advanced communication skills including the ability to negotiate, consult with and provide
advice to a wide range of stakeholders, and deliver presentations and training.

5. Advanced judgement, integrity and impartiality to make critical decisions in a political
environment while maintaining confidentiality.

6. Proficient research and policy development skills including the ability to comprehend
complex issues and analyse information from multiple sources.

7. Proficient understanding of parliamentary and government processes, for example
knowledge of parliamentary procedure, law and protocol.

Refer to the Legislative Council competency scale at the end of the document for more
information.



Duties

Principal Council Officers may work in one of four sections in the Department: the Procedure
Office, Office of the Black Rod, the Office of the Clerk or the Committee Office. The Department of
the Legislative Council is a flexible workplace that is committed to supporting the rotation of staff
between sections. This is in order to promote career development and increase the knowledge
and skills of staff. The department will accommodate requests for rotation wherever possible.
However rotation is subject to business needs.

The key duties of the various Principal Council Officer positions are outlined below. Principal
Council Officers also undertake other duties as required.

Procedure Office

Prepare complex procedural material including analysis of amendments and procedural
scripts.

Work as part of a small team to produce business papers and other procedural
publications.

Conduct research and critical analysis in relation to parliamentary procedure, law and
protocol.

Maintain records of the House including the journals of the Legislative Council.

Manage inquiries for committees administered by the Procedure Office including
organising hearings and meetings, liasing with relevant stakeholders and preparing
committee reports.

Perform duties as a Clerk at the Table on sitting days.

Coordinate and deliver training and presentations to internal and external stakeholders.
Respond to complex enquiries and provide advice to the Clerk, members and their staff
and members of the public.

Promote and contribute to a safe and respectful workplace culture by treating all staff with
respect and utilising appropriate measures to respond to any incidents of harmful
behaviour in accordance with the Parliament's incident management framework.

Note: Most of these positions are sessional and staff are required to work when the House is

sitting.

Procedure Office — Regulation Committee

Undertake major legislative scrutiny, analysis and research for the Regulation Committee,
including producing regular draft reports, briefing papers and background material.

Assist the Director — Regulation Committee in the planning and management of the work
of the committee's scrutiny function, including scrutiny analysis, meeting preparations, and
reporting to Parliament.

Manage individual aspects of committee business and work as part of a small team in the
provision of secretariat services to the committee.

Prepare written material including complex agendas and minutes, briefing notes,
discussion papers, correspondence, and media releases.

Build and maintain relationships with stakeholders and provide advice and training on
committee practices and procedure to internal and external stakeholders, including liaison
with Ministers' offices, departmental officials and Parliamentary Counsel's Office.



Respond to complex enquiries and provide advice to the Clerk, the Committee Director,
members and their staff, members of the public, departmental officials and other relevant
stakeholders.

Promote and contribute to a safe and respectful workplace culture by treating all staff with
respect and utilising appropriate measures to respond to any incidents of harmful
behaviour in accordance with the Parliament's incident management framework.

Procedure Office — Digital Transformation

Provide expert support and advice to the Director — Digital Transformation as part of the
Department of the Legislative Council's engagement with the PIMS Evolution and Web
Ecosystem Modernisation programs.
Build and maintain effective relationships across the Department of the Legislative
Council, the Department of the Legislative Assembly and the Department of
Parliamentary Services through effective communication, collaboration, negotiation and
issue management.
Coordinate as part of a team the Department of the Legislative Council's engagement
with both the PIMS Evolution and Web Ecosystem Modernisation programs, including:

o participating in business process mapping and requirements-gathering workshops;

o auditing, rewriting and migrating content to the new website;

o coordinating testing, data migration and change requests; and

o contributing to the development of BAU system and role requirements and the

transition to BAU activities.

Champion adoption of new workflows and digital publishing tools introduced as part of
both the PIMS Evolution and Web Ecosystem Modernisation programs.
Oversee the training of the Department's staff as part of the implementation of the PIMS
Evolution and Web Ecosystem Modernisation programs, as well as the rollout of
communications and other change management activities.
Promote and contribute to a safe and respectful workplace culture by treating all staff
with respect and utilising appropriate measures to respond to any incidents of harmful
behaviour in accordance with the Parliament's incident management framework.

Office of the Black Rod

Assist in managing protocol, ceremonial and other events and programs for visiting
delegations.

Conduct research and critical analysis in relation to parliamentary procedure, law and
protocol.

Contribute to strategic planning, policy formulation and corporate governance and
represent the department on governance committees.

Administer the Fountain Court space, including liaising with stakeholders.

Perform duties as a Clerk at the Table on sitting days.

Assist in the preparation of procedural material and the ‘House in Review' blog, as required.
Respond to complex enquiries and provide advice to the Clerk, members and their staff
and members of the public.

Support the operation of professional groups and associations.

Promote and contribute to a safe and respectful workplace culture by treating all staff with
respect and utilising appropriate measures to respond to any incidents of harmful
behaviour in accordance with the Parliament's incident management framework.



Office of the Black Rod — Principal Communications Officer

Plan and coordinate the Department's social and digital content calendar for all activities,
from sittings of the House and inquiries, to exhibitions and protocol events.

Manage the production and publication of social and digital content, including written,
image and audiovisual content.

Monitor and moderate social media, and lead reporting and analytics.

Support engagement beyond social and digital media, including by preparing written
materials such as media releases and corporate documents, and assisting with broader
promotion and outreach activities.

Assist to develop and implement social media policies, and support the implementation of
the Legislative Council's Engagement Strategy and the Parliament’s Communications,
Education and Engagement Strategy.

Build and maintain effective relationships with internal and external stakeholders and
provide expert communications advice, including by training staff in digital communication.
Promote and contribute to a safe and respectful workplace culture by treating all staff with
respect and utilising appropriate measures to respond to any incidents of harmful
behaviour in accordance with the Parliament's incident management framework.

Note: This position is required to work additional hours when supporting events.

Office of the Clerk — Executive Officer to the Clerk and Deputy Clerk

Note

Provide Executive Officer services to the Clerk of the Parliaments and Deputy Clerk,
including negotiating appointments and priorities with key stakeholders and ensuring the
Clerk and Deputy Clerk are appropriately briefed for meetings.

Provide support to the Office of the President and maintain relationships with other key
stakeholders including the Office of the Governor, the Cabinet Office, the Department of
Premier and Cabinet, ministers, and members past and present.

Collaborate with the Legislative Assembly and the Department of Parliamentary Services
to ensure effective communication within the Senior Management Group.

Prepare procedural material including the President's Program.

Support the Clerk in execution of statutory obligations such as election processes and the
Register of Pecuniary Interests.

Develop and maintain systems to ensure the effective functioning of the office and flow of
information through the department and Parliament, including records management.
Support the work of the Clerk as Honorary Secretary/Treasurer of the NSW Branch of the
Commonwealth Parliamentary Association in the administration of study tours, attendance
at conferences and travel itineraries together with the maintenance of CPA records.

Assist in the organisation of protocol and ceremonial events and programs for visiting
delegations.

Liaise with and respond to complex enquiries from members and their staff and members
of the public.

Promote and contribute to a safe and respectful workplace culture by treating all staff with
respect and utilising appropriate measures to respond to any incidents of harmful
behaviour in accordance with the Parliament's incident management framework.

: This position may be sessional and may be required to work when the House is sitting.



Office of the Clerk — Response to the Broderick Review

Work with the Deputy Clerk as part of a team supporting the work of the Privileges
Committee in implementing certain recommendations arising from the Broderick Review,
together with reviewing the operation of the Independent Complaints Officer and any
other related matters referred to the Privileges Committee.

Build and maintain relationships with stakeholders across the Parliament and with external
stakeholders to respond strategically and systematically to specific recommendations
arising from the Broderick Review, as well as responding to other related matters before
the Privileges Committee.

Conduct research and critical analysis in relation to matters before the Privileges
Committee, including preparing committee reports and drafting recommendations on
complex matters of law and members’ ethics.

Manage committee inquiries including organising hearings, briefings, and inviting and
briefing witnesses.

Prepare written material, including complex agendas and minutes, discussion papers,
correspondence and media releases.

Respond to complex enquiries and provide advice to the Deputy Clerk, the Committee
Director, members and their staff, members of the public, inquiry participants and
departmental officials.

Promote and contribute to a safe and respectful workplace culture by treating all staff with
respect and utilising appropriate measures to respond to any incidents of harmful
behaviour in accordance with the Parliament's incident management framework.

Committee Office

Note

Manage committee inquiries including organising hearings, briefings and committee travel,
and inviting and briefing witnesses.

Conduct research and critical analysis to prepare committee reports including drafting
recommendations on complex policy matters.

Prepare written material including complex agendas and minutes, briefing notes,
discussion papers, correspondence, and media releases.

Build and maintain relationships with stakeholders and provide advice and training on
committee practices and procedure to internal and external stakeholders.

Respond to complex enquiries and provide advice to the Clerk, the Committee Director,
members and their staff, members of the public, inquiry participants and departmental
officials.

Promote and contribute to a safe and respectful workplace culture by treating all staff with
respect and utilising appropriate measures to respond to any incidents of harmful
behaviour in accordance with the Parliament's incident management framework.

: This position is required to work additional hours when travelling with committees.

Committee Office — Digital Enablement

Coordinate the development of committee related digital projects.

Prepare written material relating to digital projects including briefing notes, meeting
minutes and updates.

Coordinate and deliver training and presentations to internal and external stakeholders on
digital projects.



Support the Committee Admin Director to coordinate the day-to-day operations of the
Committee Office Admin team and to identify administrative efficiencies in committee
processes.

Support the delivery of the remaining Parliamentary Information Management Systems
(PIMS) modules.

Work with the Department's Director- Digital Transformation on PIMS troubleshooting and
operational issues before escalating to external support.

Coordinate Committee Office testing and change requests for PIMS.

Liaise and negotiate with colleagues in the Department of the Legislative Assembly and the
Department of Parliamentary Services in relation to committee-related PIMS and Portal
initiatives.

Promote and contribute to a safe and respectful workplace culture by treating all staff with
respect and utilising appropriate measures to respond to any incidents of harmful
behaviour in accordance with the Parliament's incident management framework.



Legislative Council competency scale

The Legislative Council competency scale serves as a guide to understanding the knowledge or skill
level expected to meet the core requirements. The competency level is the minimum acceptable
standard to meet the core requirement.

You have the fundamental knowledge and skills to work in the
1 | Foundational | parliamentary context and display a willingness and capacity to learn
and develop. You work under direction from more senior staff.

You have the knowledge and skills to successfully complete routine
tasks and display initiative in performing these tasks. You work largely
under guidance from more senior staff.

You have the knowledge and skills to successfully complete routine
and more complex tasks. You display initiative and work
independently when completing routine tasks. You will require
guidance from time to time, when performing more complex tasks.

You have the knowledge and skills to perform high level tasks with
minimal guidance. You work well independently and display high levels
of initiative. You provide advice to key stakeholders and guidance to
staff.

You have the in-depth knowledge and skills to provide authoritative
high level advice to key stakeholders and high level guidance to staff.
You are self-directed and drive strategic projects and initiatives.
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