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Position Profile 
 

Position Title: Assistant Director - Workforce Planning and HR Strategy 
Classification: EL1 
Position Number: 8196 
Tenure: Ongoing and Non-Ongoing 
Duration: 6- 12 months for non-ongoing with a possibility of extension 
Section: Workforce Planning, Insight & Reporting 
Group: Finance and People Services 
Division: Policy and Corporate 
Location: Flexible 
Immediate Supervisor: Executive Level 2 
Security Classification: ENTRY ONLY 

 
Group Responsibilities 
 

The role of the Finance and People Services Group (FPSG) supports IP Australia across a broad range of 
corporate business services including: 

• Financial management and reporting, 
• Financial operations processing, 
• Financial systems management, 
• Provision of security, property and records management, and procurement and contract 

management, and 
• Human resources management. 

 
Section Responsibilities 
 

The Human Resources team provides specialist strategic and operational HR expertise to support IP 
Australia’s employees in driving an innovative and high performing culture. Working to the Chief HR Officer 
(CHRO), the HR team provides the full range of human resource services and advice aimed at achieving and 
supporting a professional, highly skilled and committed workforce that is able to improve IP Australia’s 
business performance and meet the organisation’s current and future business needs.  
The Workforce Planning, Insight & Reporting team have a vacancy available at the EL1 level to contribute to 
leadership of a high performing team across workforce planning activities, HR strategy development and 
implementation, and strategic workforce insights. 

 
Position Description / Context of the Role 
 

Reporting to the Director Workforce Planning, Insight & Reporting, the Assistant Director will have subject 
matter expertise and knowledge of contemporary human resource management to lead a small team in 
delivering workforce planning and strategic HR expertise. 

The occupant of the role is responsible for: 

• Implementing the Strategic Workforce Plan, including identifying ways to mature IP Australia’s 
workforce planning approach 

• Designing, delivering and project managing operational workforce planning processes, including 
facilitation of Executive workshops 

• Delivery of IP Australia’s People Strategy 

• Developing tools to support HR Business Partners with strategic workforce insights 
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• Analysing data, such as workforce data & survey data, to derive insights, provide advice and suggest 
improvements 

• Driving other strategic HR and workforce planning products, including annual Employee Survey 

• Managing, leading and coaching staff to support delivery of the above activities 

For this role you will need experience in strategic HR and delivering results in a fast-paced environment. The 
ability to drive outcomes, meet deadlines, manage projects and think creatively are essential. Experience in 
workforce planning activities is highly desirable.  

 
Position Specific Duties 
 

The successful candidate will be an excellent communicator who has a demonstrated ability to build 
productive working relationships; has strong strategic thinking and analytical skills; is an agile and 
innovative problem solver; has a good eye for detail; prioritises tasks appropriately; and will bring with 
them a track record of achieving high quality results. 
 
They will contribute to the establishment and implementation of HR initiatives that effectively anticipate 
and support IP Australia’s objectives and strategic vision.  
 

• Ability to work in accordance with the APS Values, Code of Conduct and the IP Australia Capability 
Framework at the EL1 level (see attached) 

• Relevant Qualifications and/or necessary experience will be highly regarded 
• Demonstrate attitudes and behaviours responsive to workplace change (including participating in 

and encouraging others to participate in change and contribute to successful outcomes) 
• Improve organisational performance through effective engagement with and management of risk 

within relevant sphere of influence 
• Establish clear expectations and create an environment to achieve stated goals and objectives, 

take ownership and honour commitments 
• Maintain an understanding of their/worker responsibilities under the Work Health & Safety Act 

2011 (WHS Act) and commit to promoting a healthy and safe workplace. 
 
Position Specific Capabilities 
 

Key capabilities: 

• Demonstrated experience in strategic HR and/or workforce planning 
• Demonstrated ability and confidence to work flexibly, question conventional approaches and 

generate new and innovative solutions 
• Demonstrated ability to design and facilitate workforce planning sessions with senior managers and 

Executive 
• Demonstrated ability to communicate workforce insights effectively, using workforce data to inform 

evidence-based decisions 
• Confidence in driving results across multiple projects with a strong eye for detail and excellent 

written skills 
• Demonstrated ability to engage with risk and appropriately manage risk 
• Demonstrated ability to motivate, guide and develop others 
• Display self-awareness change readiness and resilience and take responsibility for development and 

continuous learning. 
•  

This recruitment process will be used to fill current vacancies, as well as future vacancies that may arise over 
the next 12 months in various roles within the team. 
 
Please note: Applicants are encouraged to refer to the attached Capability Framework documentation which 
outlines agency wide behavioural descriptiors for the five core capabilities at this classification. 
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Contact Officer 
 

For further information pertaining to this job please contact Katrina Ribbons, Director Workforce Planning, 
Insight & Reporting on 02 6285 0753 
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Working at IP Australia 
 
IP Australia recognises the importance of employees balancing their work and personal lives by offering 
staff access to an ongoing series of health and wellbeing programs, flexible work-life policies and a range of 
professional development programs. IP Australia is a breastfeeding friendly workplace and has an onsite 
childcare facility with priority enrolment for IP Australia employees. 
 
The IP Australia office in Canberra provides high quality accommodation and facilities.  These include: an 
on-site café, conference, meeting and training rooms; limited on-site parking for cars and motor cycles 
available on a rotational basis; the provision of undercover bicycle racks; excellent shower/change facilities 
for staff choosing to walk or ride to work; and the advantage of all staff being co-located in the one building. 
 

 
 
Working in the APS 
 
Australian Public Service (APS) Values guide us through our working lives, setting expectations for shared 
behaviour that keep our workplace harmonious and productive. The values are also a promise to the 
people of Australia that we can be trusted to act with integrity, in their service and in accordance with the 
Public Service Code of Conduct. 
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