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About the Role

This role is responsible for providing high quality policy and operational support to the Community Safety
and Compliance Department, with a focus on strengthening governance, improving business processes
and ensuring regulatory compliance. The position plays a key role in supporting the delivery of
departmental objectives through the development and maintenance of compliance policies, procedures
frameworks and systems that align with legislative requirements, Council priorities and industry best
practice.

Working closely with the Manager and department leadership team, the role provides specialist advice on
compliance governance, policy interpretation and regulatory obligations, while supporting strategic
projects and initiatives that enhance service delivery and organisational effectiveness. The position is
responsible for monitoring changes in legislation and the regulatory environment, assessing potential
impacts and recommending timely and practical responses.

Key Responsibilities

Policy, Procedure and Governance

Lead the development, review and maintenance of the departments policies, procedures, guidelines
and operational documentation in accordance with legislation, Council strategy and governance
requirements.

Support the effective management and governance of policies and processes within the department.

Provide specialist advice on policy interpretation, regulatory frameworks and compliance
governance matters.
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e Coordinate internal consultation and approvals for policy and procedural changes, ensuring
consistency across compliance and corporate functions.

e Monitor legislative, regulatory and sector developments affecting compliance and recommend
timely and appropriate policies, procedures, guidelines and operational documentation updates.

Compliance Systems Ownership and Improvement

e Lead system configuration, optimisation and continuous improvement initiatives to support
operational, statutory and reporting requirements.

e Identify and manage system risks, data integrity issues and process inefficiencies.

Data Analysis, Reporting and Insights

e Design, maintain and improve reporting frameworks, performance measures and dashboards for
compliance activities.

e Analyse compliance data to identify trends, risks, resource impacts and service improvement
opportunities.

e Prepare high-quality reports, briefings and recommendations for Manager consideration.

e Support transparency, accountability and evidence-based decision making through reliable data and
insights.

Strategic Projects and Stakeholder Engagement

e Work closely with Officers, Team Leaders, Coordinators, Managers and corporate teams to ensure
policies and systems are embedded into daily practice.

e Provide training, guidance and change support to staff regarding systems, procedures and policy
updates.

e Liaise with external agencies, peak bodies and other councils to benchmark and adopt industry best
practice.

Risk, Audit and Continuous Improvement

e Supportinternal and external audits, risk management activities and quality assurance processes.

e Ensure compliance documentation and systems align with records management, privacy,
information security and governance requirements.

e Actively contribute to continuous improvement initiatives and a culture of professional, consistent
and customer-focused regulation.

Other Duties
e Perform other duties as directed to support the objectives of the department and Council.

Key Selection Criteria

e Tertiary qualification in public policy, governance, law, business administration, information systems
or a related discipline, or extensive relevant experience.

e Demonstrated experience in policy development, review and implementation in a compliance,
regulatory or public sector environment.

e Proven experience managing or supporting business systems, databases or case management
systems.

e Strong analytical capability, including interpreting data and translating findings into strategic and
operational recommendations.

o WellBldeveloped research and written communication skills, including preparing policies, business
cases, reports and/ or briefings.
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o Demonstrated ability to work autonomously, exercise professional judgement and manage
competing priorities.

o High level understanding of governance, risk and legislative compliance within a local government or
public sector context.

Who you will be working with

o Coordinators, Team Leaders and Authorised Officers within the
Department

e Business Support Officers within the Community Safety and
Compliance Department

e Legal, Risk and Governance Department

e  Other business units

Internal relationships

e Regulatory service providers

e Local Government Authorities
o Database and system vendors
e Fines Victoria

External relationships

e Contractors

o Department of Transport

e VicRoads personnel

e Environment Protection Authority

What we are all responsible for

Health, Safety and Wellbeing: We contribute to a workplace that is physically and psychologically safe
for ourselves and others. This includes adhering with relevant policies, procedures, legislation and risk
management practices. We act in accordance with these requirements and contribute to a positive and
proactive safety culture.

Diversity, Equity and Inclusion: We foster an inclusive, respectful, fair and welcoming workplace for all.
Inclusion and belonging are central to our culture and guide how we work together. Every individual has
the right to feel safe, heard, valued and supported. We value diversity and actively create pathways for all
employees to participate, contribute and grow.

Child Safeguarding: We foster a strong child safeguarding culture through the consistent application of
our policies and procedures. We actively uphold these requirements, including our Child Safeguarding
Policy and Child Safeguarding Code of Conduct, to prevent, report and respond to child abuse and harm.

Sustainability: We play an active role in responding to the climate emergency and raising awareness to
support a sustainable, safe and health future for us all. We embed climate change action in everything we
do.

Fraud and Corruption: We contribute protecting Council by adhering to the Risk Management
Framework and Policy, the Fraud and Corruption Policy and Fraud and Corruption Control System.

Local Government requirements

Accountability and Extent of Authority
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° Operate with reasonable autonomy but under the general oversight of and is accountable to the
Manager.

e  Accountable for proving timely, accurate and specialist advice to management, leaders and
employees on the development, functionality and performance of the departments policy, systems,
databases and business processes.

° Contribute to the delivery of reforms, policy, procedure and strategic projects.

o Effectively manage, maintain and optimise core systems used within the business unit, ensuring
data integrity, reliability and compliance with governance requirements.

° Interpret and apply current legislation relevant to the Community Safety and Compliance
Department and provide accurate and timely advice to leaders and employees.

° Make appropriate, timely and operational decisions relating to systems configuration, reporting and
data management within the scope of the role.

o Empowered to recommend practical solutions, escalate risks and source external specialist advice
where required to ensure high-quality and compliant outcomes.

Judgement and Decision Making

° Apply professional judgement, initiative and problem-solving skills within a complex regulatory
environment.

o Guidance and advice generally available within the timeframe required to make informed
decisions.

° Make professional judgements relating to systems administration, database management,
reporting and process implementation.

° Research, identify issues and risks, analyse information and develop practical options and
recommendations for consideration by management.

° Deliver outcomes in a timely manner, managing competing priorities.

Compliance and Conditions of Employment

Conditions of employment are in accordance with Councils policies, procedures and Code of Conduct.

e National Police Check

o Valid working rights within Australia

o Pre-employment Health Declaration

o Working with Children Check (Employee)

This role will require

the following
compliance checks:




