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Project Support Officer
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	Cluster
	Climate Change, Energy, The Environment and Water

	Agency
	Department of Climate Change, Energy, the Environment and Water (DCCEEW)

	Division/Branch/Unit
	National Parks & Wildlife Service

	Location
	Various

	Classification/Grade/Band
	Clerk Grade 3/4

	ANZSCO Code
	511112

	PCAT Code
	1119192

	Date of Approval
	July 2017 (updated February 2021; August 2021; September 2022; November 2022 and Jan 2024)

	 Agency Website
	www.dcceew.nsw.gov.au & www.nationalparks.nsw.gov.au


[bookmark: _Hlk156998477]Ensuring a sustainable NSW through climate change and energy action, water management, environment and heritage conservation and protection. 
Who we are
The NSW Department of Climate Change, Energy, the Environment and Water (DCCEEW) works to protect the state’s environment and heritage. It leads the way on climate change, driving the sustainable transition to a net zero economy, powered by affordable, reliable, and clean energy.  
NSW DCCEEW conserves and protects the state’s natural environment. It manages the NSW national park estate, including its rich and diverse biodiversity and Aboriginal cultural heritage for future generations. DCCEEW also ensures sustainable management of water resources across the state, to support the environment, communities and industry. 
We acknowledge the ongoing custodial responsibilities of the Aboriginal peoples of NSW to care for Country and water and are committed to establishing meaningful partnerships with Aboriginal peoples in the management of the environment.  
National Parks & Wildlife Service overview
National Parks & Wildlife Service (NPWS) is one of the world’s oldest and most respected national parks agencies.  We manage more than 890 national parks and reserves, covering over 7.6 million hectares or 9.5% of the landmass of NSW ranging from rainforests and towering eucalypt forests to rich woodlands, spectacular deserts and precious alpine systems. We deliver effective conservation for our biodiversity and cultural heritage and provide world class visitor experiences for the whole community to enjoy. We carry out fire management, threatened species conservation, land and infrastructure management, sustainable tourism and visitation, and research and education programs. We work together with Aboriginal communities to manage and protect our parks on behalf of the people of NSW.
Primary purpose of the role
[bookmark: Purpose]Provide a comprehensive range of high level administrative and project support tasks, including maintaining
registers and routine databases, providing secretariat support, responding to enquires, drafting correspondence and assisting with background research and analysis. 
Key accountabilities
· [bookmark: Accountabilities]Provide diverse administrative and related project support tasks including: maintenance of registers and routine databases; photocopying; accommodation and venue bookings; compilation of manuals and reports; maintenance of office equipment; filing and records management. 
· Provide secretariat support to project team meetings and working groups, including compilation and distribution of agenda papers, provision of reports, minute/note taking and follow up of issues raised. 
· Receive assess and manage telephone enquiries from government and non-government organisations and members of the public, undertaking all necessary follow-up action to ensure the enquiry is dealt with appropriately and within a reasonable time. 
· Draft and prepare general correspondence, prepare presentations, submissions and reports where quality in layout and presentation are of great importance. 
· Manage the registers and databases held by the Branch and provide project progress reports as required. 
· Assist Branch staff with background research and analysis, including analysis of library and internet materials and survey data. 
· Contribute to the development and improvement of administrative processes and application of new technology within the unit to enhance the quality and effectiveness of the work of the Branch.
Key challenges
· [bookmark: Challenges]Meeting deadlines and undertaking and/or supporting a number of projects in a pressured, large-volume work environment. 
· Balancing workload and priorities when involved in cross-Branch or cross-Department projects oversighted by different managers. 
· Maintaining a high level of organization and customer service, particularly when providing secretariat support to major committees and strategic work groups around national health policy matters.
Key relationships
	Who
	Why

	[bookmark: InternalRelationships]Internal
	

	[bookmark: Start]Manager 
	· Receive guidance and support, escalate contentious issues and exchange information.

	Project Team
	· Collaborate, provide administrative and related support services and exchange information.

	Branch
	· Provide support and exchange information

	[bookmark: ExternalRelationships]External
	

	Stakeholders
	· Liaise regularly, respond to enquiries and exchange information.


Role dimensions
Decision making
[bookmark: DecisionMaking]Operates in structured operating environment that is subject to established policies procedures and practices underpinned by statutory requirements; sets day to day work priorities within agreed work plan and implements approved project plans.
Reporting line
[bookmark: ReportingLine]Manager
Direct reports
[bookmark: DirectReports]Nil
Budget/Expenditure
Nil
Key knowledge and experience
· [bookmark: EssentialReqs]Experience in providing a broad range of administrative and project support services to senior level management. 
· Sound organisational skills, the capacity to undertake and complete several tasks concurrently, maintain attention to detail and meet deadlines
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: ]
	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
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
Recognise and report misconduct and illegal and inappropriate behaviour
Report and manage apparent conflicts of interest and encourage others to do so
	Intermediate
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	Communicate Effectively
Communicate clearly, actively listen to others, and respond with understanding and respect
	Focus on key points and speak in plain English
Clearly explain and present ideas and arguments
Listen to others to gain an understanding and ask appropriate, respectful questions
Promote the use of inclusive language and assist others to adjust where necessary
Monitor own and others’ non-verbal cues and adapt where necessary
Write and prepare material that is well structured and easy to follow
Communicate routine technical information clearly
	Intermediate

	
	Work Collaboratively
Collaborate with others and value their contribution
	Build a supportive and cooperative team environment
Share information and learning across teams
Acknowledge outcomes that were achieved by effective collaboration
Engage other teams and units to share information and jointly solve issues and problems
Support others in challenging situations
Use collaboration tools, including digital technologies, to work with others
	Intermediate
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	Deliver Results
Achieve results through the efficient use of resources and a commitment to quality outcomes
	Seek and apply specialist advice when required
Complete work tasks within set budgets, timeframes and standards
Take the initiative to progress and deliver own work and that of the team or unit
Contribute to allocating responsibilities and resources to ensure the team or unit achieves goals
Identify any barriers to achieving results and resolve these where possible
Proactively change or adjust plans when needed
	Intermediate

	
	Think and Solve Problems
Think, analyse and consider the broader context to develop practical solutions
	Identify the facts and type of data needed to understand a problem or explore an opportunity
Research and analyse information to make recommendations based on relevant evidence
Identify issues that may hinder the completion of tasks and find appropriate solutions
Be willing to seek input from others and share own ideas to achieve best outcomes
Generate ideas and identify ways to improve systems and processes to meet user needs
	Intermediate
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	Project Management
Understand and apply effective planning, coordination and control methods
	Perform basic research and analysis to inform and support the achievement of project deliverables
Contribute to developing project documentation and resource estimates
Contribute to reviews of progress, outcomes and future improvements
Identify and escalate possible variances from project plans
	Intermediate


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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	Display Resilience and Courage
	Be open and honest, prepared to express your views, and willing to accept and commit to change
	Foundational

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

	
	Value Diversity and Inclusion
	Demonstrate inclusive behaviour and show respect for diverse backgrounds, experiences and perspectives
	Foundational
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	Commit to Customer Service
	Provide customer-focused services in line with public sector and organisational objectives
	Foundational

	
	Influence and Negotiate
	Gain consensus and commitment from others, and resolve issues and conflicts
	Foundational
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	Plan and Prioritise
	Plan to achieve priority outcomes and respond flexibly to changing circumstances
	Foundational

	
	Demonstrate Accountability
	Be proactive and responsible for own actions, and adhere to legislation, policy and guidelines
	Foundational
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	Finance
	Understand and apply financial processes to achieve value for money and minimise financial risk
	Foundational

	
	Technology
	Understand and use available technologies to maximise efficiencies and effectiveness
	Foundational

	
	Procurement and Contract Management
	Understand and apply procurement processes to ensure effective purchasing and contract performance
	Foundational
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