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Afternoon

Could you progress these roles …understand we are up against a tight deadline with the PageUp cut
off, so in priority order 
 

Priority Role ID Title Grade Type Notes Manager
1 51005814 Principal

Solution
Delivery
Manager

11/12 2 Year
Fixed
Term

Kate has TAA acting in this
role but will move to Digital
Solutions under Shantanu
in the PM role

Nerida

2 New role Executive
Officer

11/12 2 Year
Fixed
Term

Support the office Nerida

3 50029200 Digital
Producer
 (Master
Scheduler)

9/10 2 Year
Fixed
Term

Backfill for Kate Nerida

4 New role Digital
Producer

9/10 2 Year
Fixed
Term

Support Planning/Planning
Portal Migration. (Duplicate
Teresa Ko)

Stephen

 
Cheers
Nerida
 

From: Rebecca Ferguson <rebecca.ferguson@dpie.nsw.gov.au> 
Sent: Friday, 18 October 2024 6:48 AM
To: Bianca Jordaan <bianca.jordaan@dpie.nsw.gov.au>; Christopher Martin
<Christopher.Martin@dpie.nsw.gov.au>; Nerida Mooney <nerida.mooney@dpie.nsw.gov.au>;
Andrew Cooper <andrew.j.cooper@dpie.nsw.gov.au>
Cc: Kate MacDougall <kate.macdougall@dpie.nsw.gov.au>
Subject: Recruitment deadlines

 
Morning everyone
 
Please find attached the recruitment deadlines for year end 2024.  Please note the first deadline is
COB Friday 25 October 2024.
 
Could you please ensure this is circulated to all your people leaders.
 
Kind Regards,
Rebecca Ferguson (she/her)

mailto:nerida.mooney@dpie.nsw.gov.au
mailto:Wendy.Thorncraft@dpie.nsw.gov.au
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Digital Master Scheduler



		Role Description Fields

		Details



		Cluster

		Planning and Environment



		[bookmark: DeptAgency]Department/Agency

		Department of Planning and Environment



		Division/Branch/Unit

		Corporate Services / Digital Information Office



		Role number

		50029200



		Classification/Grade/Band

		Clerk Grade 9/10



		Senior executive work level standards

		Not Applicable



		ANZSCO Code

		313199



		PCAT Code

		1226092



		Date of Approval

		March 2023 (Library August 2023)



		Agency Website

		www.dpie.nsw.gov.au





Agency overview

[bookmark: _Hlk30003721]Our vision is to create thriving environments, communities and economies for the people of New South Wales. We focus on some of the biggest issues facing our state. We deliver sustainable water resource and environment management, secure our energy supply, oversee our planning system, maximise community benefit from government land and property, and create the conditions for a prosperous state. We strive to be a high-performing, world-class public service organisation that celebrates and reflects the full diversity of the community we serve and seeks to embed Aboriginal cultural awareness and knowledge throughout the department.

Primary purpose of the role

The Digital Master Scheduler manages the master schedule, roadmap and resourcing for a robust pipeline of web, intranet and digital products. The role is customer centric and acts as a conduit between clients and UX, content, production, development and platform teams to ensure fit-for-purpose products are delivered in a timely manner.

Key accountabilities

Resources scheduling, managing project dependencies across projects, and a roadmap of upcoming projects

Budget management and management reporting

Collaborate and drive project scheduling and management with UX, Producers, Content Editors and Developers on delivery practices

Development of digital production and project frameworks to support the delivery of work packages

Establish and maintain working relationships with internal and external stakeholders, at a senior level, sharing and exchanging information to ensure project deliverables are met.

Provide digital production responsibility (client meetings, briefs, estimates, vendor management, schedule, delivery, testing and support).

Key challenges

Delivering quality services and negotiating workable timeframes, identifying interdependencies and balancing competing demands to ensure project objectives are achieved.

Establish effective teams and relationships with stakeholders to develop trust and ensure reliable and accurate information.

Key relationships

Internal

		Who

		Why



		[bookmark: InternalRelationships]Manager

		Receive guidance and support, provide advice and exchange information

Escalate issues, advise and receive instructions

Make recommendations for changes and improvements to policy and practice.



		Work team/other staff

		Work collaboratively to contribute to achieving business outcomes

Encourage team to work collaboratively to contribute to achieving the team’s business outcome

Provide advice and guidance.



		Clients/customers

		Manage the flow of information, seek clarification and provide customer focused advice and responses to ensure prompt resolution of issues

Articulate the needs and requirements of the service and collaborate with to negotiate solutions, provide expert customer focused advice and regular updates

Address/respond to queries to provide advice where possible, or redirect to relevant party for review and resolution.





Role dimensions

Decision making

[bookmark: _Hlk17372642]This role has autonomy and makes decisions that are under their direct control as directed by their manager. It refers decisions that require significant change to program outcomes or timeframes or are likely to escalate or require submission to a higher level of management to their manager.

This role is fully accountable for the delivery of work assignments on time and to expectations in terms of quality, deliverables and outcomes.

This role submits reports, business cases and other forms of written advice with minimal input from the manager.

Reporting line

Director, Digital Experience & Solutions

Direct reports

Nil

Budget/Expenditure

Nil

[bookmark: _Hlk40707470]Key knowledge and experience

Experience in the development and implementation of strategy, standards and procedures for digital products and services including UX, usability and accessibility.

Experience in user-centred design and testing of digital services, including: customer needs analysis; business requirements/process; functional requirements; user interface design; content modelling and information architecture; analytics; and usability and accessibility testing.

Experience in the development, implementation and support of UX and digital standards in one or more of the following content management systems: Sitecore, Drupal, Squiz matrix, SharePoint.

Knowledge of web development cycles, software development cycles and integration of web with applications

[bookmark: _Hlk36203683][bookmark: _Hlk36565316][bookmark: _Hlk36209343][bookmark: _Hlk36710441]Cyber Security

Cyber security forms an integral part of every employee’s role description and responsibilities. Individuals such as those with privileged access, application developers, risk owners, and system and application owners have additional responsibilities in securing the Department’s digital resources. As part of your role, you will be expected to undertake cyber security related activities to help contribute to the Department’s overall security posture.

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.

Focus capabilities

		Capability group/sets

		Capability name

		Behavioural indicators

		Level



		[image: Personal attributes]

		Display Resilience and Courage

Be open and honest, prepared to express your views, and willing to accept and commit to change

		Be flexible, show initiative and respond quickly when situations change

Give frank and honest feedback and advice

Listen when ideas are challenged, seek to understand the nature of the comment and respond appropriately

Raise and work through challenging issues and seek alternatives

Remain composed and calm under pressure and in challenging situations

		Adept



		[image: Personal attributes]

		Communicate Effectively

Communicate clearly, actively listen to others, and respond with understanding and respect

		Present with credibility, engage diverse audiences and test levels of understanding

Translate technical and complex information clearly and concisely for diverse audiences

Create opportunities for others to contribute to discussion and debate

Contribute to and promote information sharing across the organisation

Manage complex communications that involve understanding and responding to multiple and divergent viewpoints

Explore creative ways to engage diverse audiences and communicate information

Adjust style and approach to optimise outcomes

Write fluently and persuasively in plain English and in a range of styles and formats

		Advanced



		[image: Personal attributes]

		Commit to Customer Service

Provide customer-focused services in line with public sector and organisational objectives

		Focus on providing a positive customer experience

Support a customer-focused culture in the organisation

Demonstrate a thorough knowledge of the services provided and relay this knowledge to customers

Identify and respond quickly to customer needs

Consider customer service requirements and develop solutions to meet needs

Resolve complex customer issues and needs

Cooperate across work areas to improve outcomes for customers

		Intermediate



		[image: Personal attributes]

		Think and Solve Problems

Think, analyse and consider the broader context to develop practical solutions

		Research and apply critical-thinking techniques in analysing information, identify interrelationships and make recommendations based on relevant evidence

Anticipate, identify and address issues and potential problems that may have an impact on organisational objectives and the user experience

Apply creative-thinking techniques to generate new ideas and options to address issues and improve the user experience

Seek contributions and ideas from people with diverse backgrounds and experience

Participate in and contribute to team or unit initiatives to resolve common issues or barriers to effectiveness

Identify and share business process improvements to enhance effectiveness

		Adept



		[image: Personal attributes]

		Technology

Understand and use available technologies to maximise efficiencies and effectiveness

		Identify opportunities to use a broad range of technologies to collaborate

Monitor compliance with cyber security and the use of technology policies

Identify ways to maximise the value of available technology to achieve business strategies and outcomes

Monitor compliance with the organisation’s records, information and knowledge management requirements

		Adept







Complementary capabilities

Complementary capabilities are also identified from the Capability Framework and relevant occupation-specific capability sets. They are important to identifying 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]

		Act with Integrity

		Be ethical and professional, and uphold and promote the public sector values

		Adept



		[image: Personal Attributes]

		Manage Self

		Show drive and motivation, an ability to self-reflect and a commitment to learning

		Adept



		[image: Personal Attributes]

		Value Diversity and Inclusion

		Demonstrate inclusive behaviour and show respect for diverse backgrounds, experiences and perspectives

		Intermediate



		[image: Personal Attributes]

		Work Collaboratively

		Collaborate with others and value their contribution

		Adept



		[image: Personal Attributes]

		Influence and Negotiate

		Gain consensus and commitment from others, and resolve issues and conflicts

		Intermediate



		[image: Personal Attributes]

		Deliver Results

		Achieve results through the efficient use of resources and a commitment to quality outcomes

		Intermediate



		[image: Personal Attributes]

		Plan and Prioritise

		Plan to achieve priority outcomes and respond flexibly to changing circumstances

		Intermediate



		[image: Personal Attributes]

		Demonstrate Accountability

		Be proactive and responsible for own actions, and adhere to legislation, policy and guidelines

		Intermediate



		[image: Personal Attributes]

		Finance

		Understand and apply financial processes to achieve value for money and minimise financial risk

		Intermediate



		[image: Personal Attributes]

		Procurement and Contract Management

		Understand and apply procurement processes to ensure effective purchasing and contract performance

		Intermediate



		[image: Personal Attributes]

		Project Management

		Understand and apply effective planning, coordination and control methods

		Intermediate







Occupational Specific Complimentary Capabilities

		Capability group/sets

		Capability name

		Behavioural indicators

		Level



		[image: Finance]

		Methods and tools (METL)

		Ensuring methods and tools are adopted and used effectively throughout the organisation.

		Level 4







Role Description 

Accountant	1		[image: I work for NSW]
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		Role Description

Senior Digital Producer

		[image: ]







		Cluster

		Planning, Housing and Infrastructure



		Agency

		Department of Planning, Housing and Infrastructure



		Division/Branch/Unit

		Corporate Services / Digital Information Office



		Role number

		50025977



		Classification/Grade/Band

		Clerk Grade 9/10



		ANZSCO Code

		261211



		PCAT Code

		1226892



		Date of Approval

		March 2023 (updated August 202, April 2024)



		Agency Website

		https://www.nsw.gov.au/departments-and-agencies/department-of-planning-housing-and-infrastructure







Agency overview

The Department of Planning, Housing and Infrastructure (DPHI) are building the future of NSW through delivering diverse planning, housing solutions and infrastructure across the state. We strive to be a high-performing, world-class public service organisation that celebrates and reflects the full diversity of the community we serve and seeks to embed Aboriginal cultural awareness and knowledge throughout the department. 



Primary purpose of the role

The Digital Senior Producer works as part of a multi-disciplinary project team, on the development of web, intranet, digital services that delivers against the master schedule The role is customer centric and acts as conduit between clients and UX, content, production, development, and platform teams to ensure fit-for-purpose products are delivered in a timely manner.

 

Key accountabilities

· End-to-end digital production responsibility (client meetings, briefs, estimates, vendor management, schedule, delivery, testing and support).

· Develop of digital strategies to meet customer needs and business requirements, at both an organisational and product/service level.

· Manages project dependencies across projects and upcoming projects.

· Work collaboratively to coordinate project teams including UX, Producers, Content Editors and Developers and their deliverables.

· Ensure delivery practices in line with organization standards and that design strategies align with Brand and usability requirements for the NSW Government.

· Development and delivery of digital production and project frameworks to support the delivery of work packages.

· Responsible for supporting usability, accessibility and user acceptance testing for digital services, to provide customers with a great digital experience while ensuring that business requirements and standards are met.

· Delivers budget management and management reporting.



Key challenges

· Delivering quality services and negotiating workable timeframes, identifying interdependencies and balancing competing demands to ensure project objectives are achieved. 

· Establish effective relationships with stakeholders to develop trust and ensure reliable and accurate information. 

· Ensuring consistency and quality of digital product and function, look and feel for each Cluster entity and program.

Key relationships

		Who

		Why



		Internal

		



		Manager

		· Receive guidance and support, provide advice and exchange information

· Escalate issues, advise and receive instructions

· Make recommendations for changes and improvements to policy and practice.



		Work team/other staff

		· Work collaboratively to contribute to achieving business outcomes

· Encourage team to work collaboratively to contribute to achieving the team’s business outcome 

· Provide advice and guidance.



		Clients/customers

		· Manage the flow of information, seek clarification and provide customer focused advice and responses to ensure prompt resolution of issues

· Articulate the needs and requirements of the service and collaborate with to negotiate solutions, provide expert customer focused advice and regular updates

· Address/respond to queries to provide advice where possible, or redirect to relevant party for review and resolution.







Role dimensions

Decision making

This role has autonomy and makes decisions that are under their direct control as directed by their Manager. It refers decisions that require significant change to program outcomes or timeframes or are likely to escalate or require submission to a higher level of management to their manager.

This role is fully accountable for the delivery of work assignments on time and to expectations in terms of quality, deliverables and outcomes.

This role submits reports, business cases and other forms of written advice with minimal input from the manager.

Reporting line

The role reports to the Principal – Digital Production.

Direct reports

0 direct reports

Budget/Expenditure

N/A

Key knowledge and experience

· Experience in the development and implementation of strategy, standards and procedures for digital products and services including UX, usability and accessibility.

· Experience in user-centred design and testing of digital services, including: customer needs analysis; business requirements/process; functional requirements; user interface design; content modelling and information architecture; analytics; and usability and accessibility testing.

· Experience in the development, implementation and support of UX and digital standards in one or more of the following content management systems: Sitecore, Drupal, Squiz matrix, SharePoint.

· Knowledge of web development cycles, software development cycles and integration of web with applications

· Experience in product backlog management, writing user stories, and managing website releases.

Cyber Security

Cyber security forms an integral part of every employee’s role description and responsibilities. Individuals such as those with privileged access, application developers, risk owners, and system and application owners have additional responsibilities in securing the Department’s digital resources. As part of your role, you will be expected to undertake cyber security related activities to help contribute to the Department’s overall security posture.



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.



		FOCUS CAPABILITIES



		Capability group/sets

		Capability name

		

		Behavioural indicators

		Level 



		[image: ]

		Display Resilience and Courage

Be open and honest, prepared to express your views, and willing to accept and commit to change

		Be flexible, show initiative and respond quickly when situations change

Give frank and honest feedback and advice

Listen when ideas are challenged, seek to understand the nature of the comment and respond appropriately

Raise and work through challenging issues and seek alternatives

Remain composed and calm under pressure and in challenging situations

		Adept



		[image: ]

		Communicate Effectively

Communicate clearly, actively listen to others, and respond with understanding and respect

		Present with credibility, engage diverse audiences and test levels of understanding

Translate technical and complex information clearly and concisely for diverse audiences

Create opportunities for others to contribute to discussion and debate

Contribute to and promote information sharing across the organisation

Manage complex communications that involve understanding and responding to multiple and divergent viewpoints

Explore creative ways to engage diverse audiences and communicate information

Adjust style and approach to optimise outcomes

Write fluently and persuasively in plain English and in a range of styles and formats

		Advanced



		[image: ]

		Commit to Customer Service

Provide customer-focused services in line with public sector and organisational objectives

		Focus on providing a positive customer experience

Support a customer-focused culture in the organisation

Demonstrate a thorough knowledge of the services provided and relay this knowledge to customers

Identify and respond quickly to customer needs

Consider customer service requirements and develop solutions to meet needs

Resolve complex customer issues and needs

Cooperate across work areas to improve outcomes for customers

		Intermediate



		[image: ]

		Think and Solve Problems

Think, analyse and consider the broader context to develop practical solutions

		Research and apply critical-thinking techniques in analysing information, identify interrelationships and make recommendations based on relevant evidence

Anticipate, identify and address issues and potential problems that may have an impact on organisational objectives and the user experience

Apply creative-thinking techniques to generate new ideas and options to address issues and improve the user experience

Seek contributions and ideas from people with diverse backgrounds and experience

Participate in and contribute to team or unit initiatives to resolve common issues or barriers to effectiveness

Identify and share business process improvements to enhance effectiveness

		Adept



		[image: ]

		Technology

Understand and use available technologies to maximise efficiencies and effectiveness

		Identify opportunities to use a broad range of technologies to collaborate

Monitor compliance with cyber security and the use of technology policies

Identify ways to maximise the value of available technology to achieve business strategies and outcomes

Monitor compliance with the organisation’s records, information and knowledge management requirements

		Adept







Occupational Specific Focus Capabilities

		Capability group/sets

		Capability name

		Behavioural indicators

		Level



		[image: Finance]

		Development and implementation / Systems development / Product management (PROD)

		Acts as product owner for one or more lower-value products or services.

Prioritises product requirements, develops product roadmaps and owns the product backlog. Manages elements of the product life cycle to meet customer/user needs and achieve financial or other targets.

Analyses market and/or user research, feedback, expert opinion and usage data to understand needs and opportunities.

· Facilitates uptake of products by developing content, supporting and evaluating campaigns, and monitoring product performance. Rolls out product trials and product launches.

		Level 4







Complementary capabilities

Complementary capabilities are also identified from the Capability Framework and relevant occupation-specific capability sets. They are important to identifying 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.



		COMPLEMENTARY CAPABILITIES



		Capability group/sets

		Capability name

		

		Description

		Level 



		[image: ]

		Act with Integrity

		Be ethical and professional, and uphold and promote the public sector values

		Adept



		[image: ]

		Manage Self

		Show drive and motivation, an ability to self-reflect and a commitment to learning

		Adept



		[image: ]

		Value Diversity and Inclusion

		Demonstrate inclusive behaviour and show respect for diverse backgrounds, experiences and perspectives

		Intermediate



		[image: ]

		Work Collaboratively

		Collaborate with others and value their contribution

		Adept



		[image: ]

		Influence and Negotiate

		Gain consensus and commitment from others, and resolve issues and conflicts

		Intermediate



		[image: ]

		Deliver Results

		Achieve results through the efficient use of resources and a commitment to quality outcomes

		Intermediate



		[image: ]

		Plan and Prioritise

		Plan to achieve priority outcomes and respond flexibly to changing circumstances

		Intermediate



		[image: ]

		Demonstrate Accountability

		Be proactive and responsible for own actions, and adhere to legislation, policy and guidelines

		Intermediate



		[image: ]

		Finance

		Understand and apply financial processes to achieve value for money and minimise financial risk

		Intermediate



		[image: ]

		Procurement and Contract Management

		Understand and apply procurement processes to ensure effective purchasing and contract performance

		Intermediate



		[image: ]

		Project Management

		Understand and apply effective planning, coordination and control methods

		Intermediate







Occupational Specific Complimentary Capabilities

		Capability group/sets

		Capability name

		Behavioural indicators

		Level



		[image: Finance]

		Supplier management (SUPP)

		Aligning the organisation’s supplier performance objectives and activities with sourcing strategies and plans, balancing costs, efficiencies and service quality.

		Level 4



		[image: Finance]

		Consultancy (CNSL)

		Providing advice and recommendations, based on expertise and experience, to address client needs.

		Level 4











				1
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		Role Description Senior Digital Producer 
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		Role Description 

Executive Officer 

			[image: ]







		Cluster

		Planning and Environment



		Agency

		Department of Planning and Environment



		Division/Branch/Unit

		Corporate Services/Digital and Customer



		Role ID

		



		Classification/Grade/Band

		Clerk Grade 11/12



		Role Family

		Adapted / Administrative & Executive Support / Lead



		ANZSCO Code

		139999



		PCAT Code

		1137215



		Date of Approval

		September 2022 (Library August 2023)



		Agency Website

		www.dpi.nsw.gov.au







Agency overview

Our vision is to create thriving environments, communities, and economies for the people of New South Wales. We focus on some of the biggest issues facing our state. We deliver sustainable water resource and environment management, secure our energy supply, oversee our planning system, maximise community benefit from government land and property, and create the conditions for a prosperous state. We strive to be a high-performing, world-class public service organisation that celebrates and reflects the full diversity of the community we serve and seeks to embed Aboriginal cultural awareness and knowledge throughout the department.



Primary purpose of the role

The Executive Officer provides strategic and operational advice to the Executive Director Digital & Customer and Directors, from both an independent viewpoint and/or as a result of coordinating and evaluating information from a number of sources within the Department of Planning and Environment and the Digital Information Office.

Key accountabilities

· Lead the Office in providing support for strategic projects to promote the adoption of best practice for finance, human resource management, performance improvement, IT and administration systems and processes within the Office. Lead administration staff to provide timely, accurate and best practice support across Digital and Customer.

· Oversee and strategically advise on the executive and ministerial correspondence activity, briefing notes, submissions and reports, ensuring timely and accurate information and responses

· Provide strategic and operational advice to Executive Director Digital and Customer and Directors, ensure the accuracy and cogency of proposed advice and recommendations; adherence to deadlines and undertake quality control

· Manage and contribute to the Division’s business planning and corporate reporting activity and ensure robust contemporary governance arrangements are in place

· Manage, co-ordinate and monitor projects.

· Identify sensitive policy/management issues, research emergent trends and assess implications for current policy, presenting recommendations and briefing the Executive Director Digital and Customer, Directors and senior management team

· Act as a reference point for the Executive Director Digital and Customer, inquiries, collect and analyse incoming information, and develop recommendations to ensure that the Executive Director Digital and Customer is aware of emergent and sensitive issues

· Continually review and improve administrative, meeting and record management policy and processes to provide informed and innovative recommendations for service quality improvements regarding correct and appropriate document flow, tracking and timeliness

· Actively participate in senior management meetings, ensure understanding of Office activities, risks and issues, support driving team outcomes, developing progress reports represent Customer and Digital as required. Work collaboratively with key staff to obtain current information, regularly liaising on ministerial related matters to ensure high quality correspondence outcomes are delivered

Key challenges

· Developing and presenting effective solutions to sensitive, multifaceted problems within tight timeframes and where there may be little or no precedent; ensuring that emerging priorities are dealt with accurately and expeditiously

· Acting as a conduit between the Digital & Information Office and members of the senior management teams regarding agreed policy and management issues

Key relationships

		Who

		       Why



		Internal

		



		Executive Director Digital and Customer

		· Provide strategic and tactical advice to inform decision-making on complex policy and management issues 

· Give frank, honest advice in face of strong, contrary views

· Receive feedback regarding performance and respond in a thoughtful and considered way



		Branch Directors 

		· Collect information regarding emerging policy and/or management issues

· Collaborate to ensure the effective implementation of corporate objectives and cross-Divisional strategies



		Managers and Staff at all levels 

		· Coordinate projects and/or responses to requests for information 

· Persuade and lead others to deliver occasionally unpopular or conflicting objectives



		Direct Reports 

		· Build a shared sense of understanding regarding systems, process, protocols, and expectations

· Monitor service delivery, and provide coaching and support as required



		External

		



		Industry stakeholders and/or other agencies 

		· Participate in forums, groups and discussions to share information, represent the Office and obtain feedback regarding corporate initiatives

· Share information regarding the development and implementation of policy, program and regulatory approaches to improve consistency across Government





Role dimensions

Decision making

· Exercises independence in determining day-to-day priorities and methods of undertaking work at hand;

· Maintains regular contact with the Executive Director Digital and Customer, to discuss / escalate issues arising and understand the Division’s position on sensitive policy matters. 

· Undertakes long-term planning in consultation with the Executive Director Digital and Customer, and senior management team.

· Represents the Executive Director Digital and Customer, and other members of the senior management team as agreed.

· Monitors key deadlines, follows-up responses, and initiates contact where deadlines are close or have been exceeded.

· Researches and provides innovative recommendations regarding policy and/or management issues; recommendations are discussed with the Executive Director Digital and Customer, before finalisation or referral to another area of the Division for further development / implementation.

· Represents the Division at meetings and/or forums attended by stakeholders at a similar level.



Reporting line

Executive Director Digital and Customer

Direct reports

As required

Budget/Expenditure

Nil

Key knowledge and experience

· Proficient in various Microsoft tools including Excel, PowerPoint and Word.

· Project Management

· Digital and Technology delivery 

Essential Requirements

· Relevant tertiary qualifications and/or proven experience delivering policy outcomes, strategic planning or performance improvement within a complex, sensitive and high volume environment.

Cyber Security

Cyber security forms an integral part of every employee’s role description and responsibilities. Individuals such as those with privileged access, application developers, risk owners, and system and application owners have additional responsibilities in securing the Department’s digital resources. As part of your role, you will be expected to undertake cyber security related activities to help contribute to the Department’s overall security posture.

[bookmark: _Hlk36203683][bookmark: _Hlk36565316][bookmark: _Hlk36209343][bookmark: _Hlk36710441]

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.

Focus capabilities

		Capability group/sets

		Capability name

		Behavioural indicators

		Level



		[image: Personal attributes]

		Display Resilience and Courage

Be open and honest, prepared to express your views, and willing to accept and commit to change

		Be flexible, show initiative and respond quickly when situations change

Give frank and honest feedback and advice

Listen when ideas are challenged, seek to understand the nature of the comment and respond appropriately

Raise and work through challenging issues and seek alternatives

Remain composed and calm under pressure and in challenging situations

		Adept



		[image: Personal attributes]

		Act with Integrity

Be ethical and professional, and uphold and promote the public sector values

		Represent the organisation in an honest, ethical and professional way and encourage others to do so

Act professionally and support a culture of integrity

Identify and explain ethical issues and set an example for others to follow

Ensure that others are aware of and understand the legislation and policy framework within which they operate

Act to prevent and report misconduct and illegal and inappropriate behaviour

		Adept
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		Commit to Customer Service

Provide customer-focused services in line with public sector and organisational objectives

		Take responsibility for delivering high-quality customer-focused services

Design processes and policies based on the customer’s point of view and needs

Understand and measure what is important to customers

Use data and information to monitor and improve customer service delivery

Find opportunities to cooperate with internal and external stakeholders to improve outcomes for customers

Maintain relationships with key customers in area of expertise

Connect and collaborate with relevant customers within the community

		Adept
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		Think and Solve Problems

Think, analyse and consider the broader context to develop practical solutions

		Undertake objective, critical analysis to draw accurate conclusions that recognise and manage contextual issues

Work through issues, weigh up alternatives and identify the most effective solutions in collaboration with others

Take account of the wider business context when considering options to resolve issues

Explore a range of possibilities and creative alternatives to contribute to system, process and business improvements

Implement systems and processes that are underpinned by high-quality research and analysis

Look for opportunities to design innovative solutions to meet user needs and service demands

Evaluate the performance and effectiveness of services, policies and programs against clear criteria

		Advanced



		[image: Personal attributes]

		Demonstrate Accountability

Be proactive and responsible for own actions, and adhere to legislation, policy and guidelines

		Assess work outcomes and identify and share learnings to inform future actions

Ensure that own actions and those of others are focused on achieving organisational outcomes

Exercise delegations responsibly

Understand and apply high standards of financial probity with public monies and other resources

Identify and implement safe work practices, taking a systematic risk management approach to ensure own and others’ health and safety

Conduct and report on quality control audits

Identify risks to successfully achieving goals, and take appropriate steps to mitigate those risks

		Adept
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		Project Management

Understand and apply effective planning, coordination and control methods

		Prepare and review project scope and business cases for projects with multiple interdependencies

Access key subject-matter experts’ knowledge to inform project plans and directions

Design and implement effective stakeholder engagement and communications strategies for all project stages

Monitor project completion and implement effective and rigorous project evaluation methodologies to inform future planning

Develop effective strategies to remedy variances from project plans and minimise impact

Manage transitions between project stages and ensure that changes are consistent with organisational goals

Participate in governance processes such as project steering groups

		Advanced
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		Manage and Develop People

Engage and motivate staff, and develop capability and potential in others

		Define and clearly communicate roles, responsibilities and performance standards to achieve team outcomes

Adjust performance development processes to meet the diverse abilities and needs of individuals and teams

Develop work plans that consider capability, strengths and opportunities for development

Be aware of the influences of bias when managing team members

Seek feedback on own management capabilities and develop strategies to address any gaps

Address and resolve team and individual performance issues, including unsatisfactory performance, in a timely and effective way

Monitor and report on team performance in line with established performance development frameworks

		Adept







Complementary capabilities

Complementary capabilities are also identified from the Capability Framework and relevant occupation-specific capability sets. They are important to identifying 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]

		Manage Self

		Show drive and motivation, an ability to self-reflect and a commitment to learning

		Advanced



		[image: Personal Attributes]

		Value Diversity and Inclusion

		Demonstrate inclusive behaviour and show respect for diverse backgrounds, experiences and perspectives

		Adept
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		Communicate Effectively

		Communicate clearly, actively listen to others, and respond with understanding and respect

		Advanced
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		Work Collaboratively

		Collaborate with others and value their contribution

		Adept
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		Influence and Negotiate

		Gain consensus and commitment from others, and resolve issues and conflicts

		Adept
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		Deliver Results

		Achieve results through the efficient use of resources and a commitment to quality outcomes

		Adept
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		Plan and Prioritise

		Plan to achieve priority outcomes and respond flexibly to changing circumstances

		Adept
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		Finance

		Understand and apply financial processes to achieve value for money and minimise financial risk

		Intermediate
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		Technology

		Understand and use available technologies to maximise efficiencies and effectiveness

		Intermediate
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		Procurement and Contract Management

		Understand and apply procurement processes to ensure effective purchasing and contract performance

		Intermediate



		[image: Personal Attributes]

		Inspire Direction and Purpose

		Communicate goals, priorities and vision, and recognise achievements

		Adept
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		Optimise Business Outcomes

		Manage people and resources effectively to achieve public value

		Intermediate



		[image: Personal Attributes]

		Manage Reform and Change

		Support, promote and champion change, and assist others to engage with change

		Adept
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		Role Description Fields

		Details



		Cluster

		Planning and Environment



		[bookmark: DeptAgency]Department/Agency

		Department of Planning and Environment



		Division/Branch/Unit

		Corporate Services



		Role number

		50029418



		Classification/Grade/Band

		Clerk Grade 11/12



		Senior executive work level standards

		Not Applicable



		ANZSCO Code

		135199



		PCAT Code

		1226092



		Date of Approval

		March 2023 (Library August 2023)



		Agency Website

		www.dpie.nsw.gov.au







Agency overview 

Our vision is to create thriving environments, communities and economies for the people of New South Wales. We focus on some of the biggest issues facing our state. We deliver sustainable water resource and environment management, secure our energy supply, oversee our planning system, maximise community benefit from government land and property, and create the conditions for a prosperous state. We strive to be a high-performing, world-class public service organisation that celebrates and reflects the full diversity of the community we serve and seeks to embed Aboriginal cultural awareness and knowledge throughout the department.

Primary purpose of the role 

The Principal-Digital Solutions has responsibility for all areas of account and relationship management including client interactions, briefing, solution design, SOWs, quality and outcomes. The role leads and manages the risk, quality and progress of digital work packages, to organisational standards, and ensures these are completed on time, on budget, to quality standards, and within agreed scope. 

Key accountabilities 

· Manage the Digital Experience and Solutions pipeline of web, intranet and digital products.

· Provide high quality specialist advice and guidance on end-to-end digital agency practices. 

· Manage the planning and delivery of critical and often complex work packages and providing oversight to meet customer and client outcomes.  

· Manage the budget, contract and reporting to ensure the project outcomes are achieved in line with operational requirements. 

· Develop and implement plans, procedures and policies to ensure the success of work tasks and projects.

· Establish and maintain working relationships with internal and external stakeholders, at a senior level, sharing and exchanging information to ensure project deliverables are met. 

Key challenges 

· Identifying interdependencies and balancing competing demands to ensure project objectives are achieved whilst also managing unforeseen issues and a high volume of work.

· Establishing and maintaining effective teams and relationships with stakeholders to develop trust and ensure reliable and accurate information. 

Key relationships

		Who 

		Why



		Internal 	 

		



		Manager 

		· Provide expert strategic and technical advice to influence decisions regarding ICT initiatives and innovation

· Escalate issues, keep informed, advise and receive instructions 

· Identification of areas of improvement.



		Work team 

		· Represent work group perspective and share information

· Lead discussions and decisions regarding implementation of innovation and best practice

· Inspire and motivate team, provide direction and manage performance

· Represent work group perspective and share information

· Lead discussions and decisions regarding implementation of innovation and best practice

· Inspire and motivate team, provide direction and manage performance.



		Clients/customers 

		· Provide strategic advice for business improvement 

· Resolve issues and provide solutions to problems 

· Provide guidance and direction as a subject matter expert for DIO.



		External 	 

		



		Vendors/service providers 

		· Negotiate and approve contracts and service agreements 

· Manage contracts and monitor provision of service to ensure compliance with contracts and service agreements 

· Manage issues to address current and potential problems. 

· Maintain productive relationship with the relevant vendors. 





Role dimensions 

Decision making 

· The role is expected to operate with significant autonomy, makes day to day decisions relating to work priorities and workload management, for themselves, any staff supervised, and internal and external service providers. 

· This role is fully responsible for meeting allocated technical and / or project/supervisory objectives. 

· Establishes milestones and has a significant role in the assignment of tasks and/or responsibilities.




Reporting line 

Reports to the Director, Digital Experience & Solutions 

Direct reports 

Up to 10 direct reports

Budget/Expenditure 

As per project allocated. 

Key knowledge and experience 

· Knowledge and previous experience managing digital projects in a large and complex organisation.

· Demonstrated experience in driving continuous improvement.

· Demonstrated experience in end to end Digital Agency practices.



Cyber Security

Cyber security forms an integral part of every employee’s role description and responsibilities. Individuals such as those with privileged access, application developers, risk owners, and system and application owners have additional responsibilities in securing the Department’s digital resources. As part of your role, you will be expected to undertake cyber security related activities to help contribute to the Department’s overall security posture.

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. 



		FOCUS CAPABILITIES



		Capability group/sets

		Capability name

		

		Behavioural indicators

		Level 
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		Display Resilience and Courage

Be open and honest, prepared to express your views, and willing to accept and commit to change

		Be flexible, show initiative and respond quickly when situations change

Give frank and honest feedback and advice

Listen when ideas are challenged, seek to understand the nature of the comment and respond appropriately

Raise and work through challenging issues and seek alternatives

Remain composed and calm under pressure and in challenging situations

		Adept
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		Commit to Customer Service

Provide customer-focused services in line with public sector and organisational objectives

		Take responsibility for delivering high-quality customer-focused services

Design processes and policies based on the customer’s point of view and needs

Understand and measure what is important to customers

Use data and information to monitor and improve customer service delivery

Find opportunities to cooperate with internal and external stakeholders to improve outcomes for customers

Maintain relationships with key customers in area of expertise

Connect and collaborate with relevant customers within the community

		Adept
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		Influence and Negotiate

Gain consensus and commitment from others, and resolve issues and conflicts

		Negotiate from an informed and credible position

Lead and facilitate productive discussions with staff and stakeholders

Encourage others to talk, share and debate ideas to achieve a consensus

Recognise diverse perspectives and the need for compromise in negotiating mutually agreed outcomes

Influence others with a fair and considered approach and sound arguments

Show sensitivity and understanding in resolving conflicts and differences

Manage challenging relationships with internal and external stakeholders

Anticipate and minimise conflict

		Adept
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		Deliver Results

Achieve results through the efficient use of resources and a commitment to quality outcomes

		Use own and others’ expertise to achieve outcomes, and take responsibility for delivering intended outcomes

Make sure staff understand expected goals and acknowledge staff success in achieving these

Identify resource needs and ensure goals are achieved within set budgets and deadlines

Use business data to evaluate outcomes and inform continuous improvement

Identify priorities that need to change and ensure the allocation of resources meets new business needs

Ensure that the financial implications of changed priorities are explicit and budgeted for

		Adept
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		Think and Solve Problems

Think, analyse and consider the broader context to develop practical solutions

		Research and apply critical-thinking techniques in analysing information, identify interrelationships and make recommendations based on relevant evidence

Anticipate, identify and address issues and potential problems that may have an impact on organisational objectives and the user experience

Apply creative-thinking techniques to generate new ideas and options to address issues and improve the user experience

Seek contributions and ideas from people with diverse backgrounds and experience

Participate in and contribute to team or unit initiatives to resolve common issues or barriers to effectiveness

Identify and share business process improvements to enhance effectiveness

		Adept
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		Finance

Understand and apply financial processes to achieve value for money and minimise financial risk

		Understand basic financial terminology, policies and processes, including the difference between recurrent and capital spending

Consider financial implications and value for money in making recommendations and decisions

Understand how financial decisions impact the overall financial position

Understand and act on financial audit, reporting and compliance obligations

Display an awareness of financial risk, reputational risk and exposure, and propose solutions to address these

		Intermediate
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		Project Management

Understand and apply effective planning, coordination and control methods

		Prepare and review project scope and business cases for projects with multiple interdependencies

Access key subject-matter experts’ knowledge to inform project plans and directions

Design and implement effective stakeholder engagement and communications strategies for all project stages

Monitor project completion and implement effective and rigorous project evaluation methodologies to inform future planning

Develop effective strategies to remedy variances from project plans and minimise impact

Manage transitions between project stages and ensure that changes are consistent with organisational goals

Participate in governance processes such as project steering groups

		Advanced
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		Optimise Business Outcomes

Manage people and resources effectively to achieve public value

		Initiate and develop longer-term goals and plans to guide the work of the team in line with organisational objectives

Allocate resources to ensure the achievement of business outcomes and contribute to wider workforce planning

When planning resources, implement processes that encourage the attraction and retention of people of diverse cultures, backgrounds and experiences

Ensure that team members base their decisions on a sound understanding of business and risk management principles, applied in a public sector context

Monitor performance against standards and take timely corrective actions

Keep others informed about progress and performance outcomes

		Adept







 

Complementary capabilities

Complementary capabilities are also identified from the Capability Framework and relevant occupation-specific capability sets. They are important to identifying 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.



		COMPLEMENTARY CAPABILITIES



		Capability group/sets

		Capability name

		

		Description

		Level 
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		Act with Integrity

		Be ethical and professional, and uphold and promote the public sector values

		Adept
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		Manage Self

		Show drive and motivation, an ability to self-reflect and a commitment to learning

		Adept
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		Value Diversity and Inclusion

		Demonstrate inclusive behaviour and show respect for diverse backgrounds, experiences and perspectives

		Intermediate
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		Communicate Effectively

		Communicate clearly, actively listen to others, and respond with understanding and respect

		Advanced



		

		Work Collaboratively

		Collaborate with others and value their contribution

		Intermediate
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		Plan and Prioritise

		Plan to achieve priority outcomes and respond flexibly to changing circumstances

		Adept



		

		Demonstrate Accountability

		Be proactive and responsible for own actions, and adhere to legislation, policy and guidelines

		Adept
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		Technology

		Understand and use available technologies to maximise efficiencies and effectiveness

		Adept
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		Procurement and Contract Management

		Understand and apply procurement processes to ensure effective purchasing and contract performance

		Adept
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		Manage and Develop People

		Engage and motivate staff, and develop capability and potential in others

		Adept
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		Inspire Direction and Purpose

		Communicate goals, priorities and vision, and recognise achievements

		Adept
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		Manage Reform and Change

		Support, promote and champion change, and assist others to engage with change

		Intermediate









		




Occupational Specific Complimentary Capabilities

		Capability group/sets

		Capability name

		Behavioural indicators

		Level



		[image: Finance]

		Supplier management (SUPP)

		Aligning the organisation’s supplier performance objectives and activities with sourcing strategies and plans, balancing costs, efficiencies and service quality.

		Level 5
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		Stakeholder relationship management (RLMT)

		Influencing stakeholder attitudes, decisions, and actions for mutual benefit.

		Level 5
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		Consultancy (CNSL)

		Providing advice and recommendations, based on expertise and experience, to address client needs.

		Level 5









				1
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A/Executive Officer
Office of the Deputy Secretary, Corporate Services
Department of Planning, Housing and Infrastructure
M 0457 227 135  E Rebecca.ferguson@dpie.nsw.gov.au
 
dphi.nsw.gov.au
 
105 Prince St
Orange NSW 2800
 
Working days – Monday to Friday, 08:30am – 4:30pm
 
 

                                                                                                         
 
 

             
 
I acknowledge the traditional custodians of the land and pay respects to Elders past and present. I also
acknowledge all the Aboriginal and Torres Strait Islander staff working with NSW Government at this time.
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