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Role Description	
Privacy and Compliance Officer

	Role Description Fields
	Details

	[bookmark: DeptAgency]Department/Agency
	Office of Sport

	Division/Branch/Unit
	Corporate / Executive and Ministerial Support

	Role number
	TBC

	Classification/Grade/Band
	Clerk Grade 7/8

	Senior executive work level standards
	Not Applicable

	OSCA Code
	531111

	PCAT Code
	1111592

	Date of Approval
	TBC

	Agency Website
	https://www.sport.nsw.gov.au/


Agency overview
[bookmark: _Hlk30003721]The Office of Sport is the lead NSW government agency for sport and active recreation.

Our purpose is to support all people, communities, and organisations across NSW to enjoy and realise the benefits of participating in sport and active recreation. The Office is a diverse agency providing leadership, policies, programs, funding, facilities, and services to deliver on our purpose of ‘Everyone Plays Here’ and ensure everyone has the opportunity to participate.

The Office is committed to safeguarding children and young people in sport and recreation by creating a child-safe culture, embedding child safety into its policies, procedures, and practises, and ensuring that children feel safe and supported.
Primary purpose of the role
The Privacy and Compliance Officer is responsible for ensuring the Office of Sport meets its obligations under NSW privacy legislation and whole-of-government requirements. The role advises on and maintains privacy, compliance, and data governance practices to align with legislative and policy frameworks, while driving robust risk management, governance and enabling high-quality Executive and Ministerial Support.
Key accountabilities
Provide expert advice to support the organisation’s adherence to NSW privacy legislation and associated governance and compliance requirements. 
Develop, maintain and enhance privacy, compliance and data governance frameworks, policies and practices to embed legislative compliance and strengthen organisational controls.
Build and maintain strong stakeholder relationships to drive a consistent, compliant and coordinated approach to privacy, governance and complaints management. 
Deliver accurate and timely privacy and compliance reporting, including audit, risk and data breach reporting, to meet organisational and whole-of-government obligations.
Lead and implement continuous improvement initiatives that drive measurable enhancements in governance maturity, risk management capability and service delivery outcomes.
Maintain effective relationships with the NSW Information and Privacy Commission, supporting transparent, consistent and compliant engagement with the regulator.
Contribute to the delivery of high-quality Executive and Ministerial Services through timely, accurate and compliant handling of requests and preparation of briefings, correspondence and reporting to support decision-making and accountability.
Deliver effective stakeholder, organisation and team outcomes through proactive consultation and collaboration with the Manager, Executive & Ministerial Services.

Key challenges
Balancing privacy compliance with service delivery objectives; managing sensitive matters within tight timeframes; and influencing privacy maturity across diverse business areas.
Providing consistently high levels of support in line with agreed standards and objectives, given peaks and troughs in workloads, short deadlines, competing demands and priorities and the need to maintain confidentiality.
Key relationships
Internal
	Who
	Why

	[bookmark: InternalRelationships]Manager Executive & Ministerial Support
	Receive assigned work and instructions and escalate sensitive issues.
Clarify instructions and guidance, negotiate priorities.
Escalate issues, propose solutions and provide updates.
Report on progress against work plans.
Receive performance feedback.

	Work Team
	Support the team, coordinate tasks and work collaboratively to contribute to achieving the team’s business outcomes.

	Deputy Secretary, Executive Directors, Directors, key business unit managers
	Monitor, address and/or escalate requests and provide services.
Manage the flow of information, seek clarification and provide advice and responses.


External
	Who
	Why

	[bookmark: ExternalRelationships]Government agencies, regulators and other stakeholders
	Develop effective relationships with external regulators.
Liaise and consult with other government agencies and relevant authorities and participate in relevant professional network groups.


Role dimensions
Decision making
[bookmark: _Hlk17372642]The Privacy and Compliance Officer manages day-to-day service delivery and workload, using judgement within established frameworks, including legislation, policies, and professional standards. For complex, sensitive or issues involving risks, breaches, or requiring a team approach they seek guidance from the Manager, Executive & Ministerial Support.

The Office of Sport is committed to prioritising the health, safety and wellbeing of our people, visitors and others who work for us and with us.  You have a responsibility to ensure your own safety and that of others, in your acts or omissions, in the workplace and in relation to child safety. This includes taking reasonable care, complying with any reasonable instruction, policy or procedure issued in relation to health and safety, reporting incidents and/or hazards, ensuring you are fit to undertake the inherent requirements of your role and using personal protective equipment (PPE) as required.

Reporting line
Manager Executive & Ministerial Support
Direct reports
Nil
Budget/Expenditure
Nil
[bookmark: _Hlk40707470]Key knowledge and experience
Demonstrated knowledge of NSW privacy legislation
Strong written communication skills.
Ability to apply sound judgement and discretion to provide practical advice in complex, time-constrained environments.
Essential requirements
All appointments are subject to reference checks. Successful candidates will also be required to complete a National Criminal History Record Check in accordance with the Disability Inclusion Act 2014.

Capabilities for the role
The NSW public sector capability framework describes the capabilities (knowledge, skills and abilities) needed to perform a role. There are four main groups of capabilities: personal attributes, relationships, results and business enablers, with a fifth people management group of capabilities for roles with managerial responsibilities. These groups, combined with capabilities drawn from occupation-specific capability sets where relevant, work together to provide an understanding of the capabilities needed for the role.
The capabilities are separated into focus capabilities and complementary capabilities. 
Focus capabilities	
Focus capabilities are the capabilities considered the most important for effective performance of the role. These capabilities will be assessed at recruitment. 
The focus capabilities for this role are shown below with a brief explanation of what each capability covers and the indicators describing the types of behaviours expected at each level.

	[bookmark: _Hlk220916407]Capability group/sets
	Capability name
	Behavioural indicators
	Level

	[image: Personal attributes icon]
Personal Attributes
	Act with Integrity
Be ethical and professional, and uphold and promote the public sector values
	Represent your organisation in an honest, ethical and professional way
Support a culture of integrity and professionalism
Understand and help others to recognise their obligations to comply with legislation, policies, guidelines and codes of conduct
Report misconduct and inappropriate behaviour
Report and manage conflicts of interest and encourage others to do so
	Intermediate

	[image: Personal attributes icon]
Relationships
	Communicate Effectively
Communicate clearly, pay attention to others and respond with understanding and respect
	Tailor communication to suit the needs, backgrounds and perspectives of diverse audiences and address barriers to participation
Clearly explain complex ideas and arguments to individuals and groups
Create opportunities for others to contribute
Share information with other teams and business units to enable informed decision-making
Write clearly and concisely in a range of styles and formats
Use contemporary communication channels to share information, engage and interact with diverse audiences
Pay attention and encourage others to express their views
	Adept

	[image: Personal attributes icon]
Relationships
	Work Collaboratively
Collaborate with others and value their contribution
	Encourage a workplace culture that values collaboration
Communicate with other teams to improve information sharing
Share lessons learned with other teams and business units
Identify opportunities to collaborate with stakeholders, including people with lived experience, to develop better processes and solutions
Actively use digital information platforms, collaboration tools and other digital technologies to share information and work with diverse audiences to solve problems and improve services
Consider diverse cultural perspectives to provide insights into collaborative work
	Adept

	
[image: Personal attributes icon]
Relationships
	Influence and Negotiate
Gain consensus and commitment from others, and resolve issues and conflicts
	Use facts, knowledge and experience to support recommendations
Work towards positive and mutually satisfactory outcomes
Identify and resolve issues during discussions with other staff and stakeholders
Identify others’ concerns and expectations
Respond constructively to conflict and disagreements and be open to compromise
Keep discussions focused on the key issues
	Intermediate

	[image: Personal attributes icon]
Results
	Deliver Results
Achieve results by using resources efficiently and committing to quality outcomes
	Seek and apply specialist advice when needed
Complete work tasks within set budgets, timeframes and standards
Take the initiative to progress and deliver your own work and that of the team or business unit
Contribute to assigning responsibilities and resources to ensure the team or business unit achieves goals
Identify any barriers to achieving results and resolve these where possible
Proactively change or adjust plans when needed
	Intermediate

	[image: Personal attributes icon]
Results
	Plan and Prioritise
Plan to achieve priority outcomes and respond flexibly to changing circumstances
	Consider the future aims and goals of the team, business unit and your organisation when prioritising work
Set, prioritise, consult on and develop team and business unit goals, strategies and plans
Anticipate, assess and respond appropriately to the impact of changes, including changes to government policy and economic conditions, on team or business unit goals
Ensure current work plans and activities support and are consistent with organisational change initiatives
Evaluate outcomes and adjust plans accordingly
	Adept

	[image: Personal attributes icon]
Results
	Think and Solve Problems
Think, analyse and consider the broader context to develop practical solutions
	Make recommendations based on evidence by researching and critically analysing information and identifying interrelationships
Anticipate, identify and deal with issues and potential problems that may impact organisational goals and the customer experience
Think creatively to come up with new ideas to resolve issues and improve customer experience
Seek input and ideas from people with different backgrounds and experiences
Participate in and contribute to team or business unit initiatives to resolve common issues or barriers to effectiveness
Identify and share business process improvements to enhance effectiveness
Analyse data and information to identify insights and communicate findings in a clear and meaningful way
	Adept

	[image: Personal attributes icon]
Business Enablers
	[bookmark: _Toc208216946][bookmark: _Toc208320730]Technology
Understand and use available technology to maximise efficiencies and effectiveness
	Demonstrate a sound understanding of technology relevant to the work unit, and identify and select the most appropriate technology for assigned tasks
Use available technology to improve individual performance and effectiveness
Use records, information and knowledge management systems effectively
Support system improvement initiatives and new technology when it is deployed
Identify where technology or automation supports tasks, and raise issues when applications may be inappropriate or inaccurate
	Intermediate



Complementary capabilities
Complementary capabilities are also identified from the Capability Framework and relevant occupation-specific capability sets. They are important to identify performance required for the role and development opportunities. 
Note: capabilities listed as ‘not essential’ for this role are not relevant for recruitment purposes, however, may be relevant for future career development.
	Capability group/sets
	Capability name
	Description
	Level

	[image: Personal attributes icon]
Personal Attributes
	Display Resilience and Courage
	Be open and honest, prepared to express your views, and willing to accept and commit to change
	Intermediate

	[image: Personal attributes icon]
Personal Attributes
	Manage Self
	Be persistent, self-reflect and commit to learning
	Intermediate

	[image: Personal attributes icon]
Personal Attributes
	Value Diversity and Inclusion
	Be inclusive and respect diverse backgrounds, experiences and perspectives
	Intermediate

	[image: Personal attributes icon]
Relationships
	Commit to Customer Service
	Provide customer-focused services in line with public sector and organisational objectives
	Intermediate

	[image: Personal attributes icon]
Results
	Demonstrate Accountability
	Be proactive and responsible for your actions, and follow legislation, policy and guidelines
	Intermediate

	[image: Personal attributes icon]
Business Enablers
	Finance
	Understand and apply financial processes to achieve value for money and minimise financial risk
	Foundational

	[image: Personal attributes icon]
Business Enablers
	Procurement and Contract Management
	Understand and use procurement processes to ensure effective purchasing and contract performance
	Foundational

	[image: Personal attributes icon]
Business Enablers
	Project Management
	Understand and use effective ways to plan, coordinate and control projects
	Foundational
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