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Regional Support Officer (Biodiversity Conservation Reforms) 
Position Description
1.   POSITION SUMMARY

	Job Title:
	Regional Support Officer (Biodiversity Conservation Reforms)

	Term:
	Temporary – 18 Months Only 

	Position No:
	5105.000

	Department:
	Environmental Services

	Reports to:

	Director – Environmental Services

	Band and Level:
	Professional/Specialist Band 3, Level 3

	Grade:
	44

	Updated:
	December 2017


2. 
OVERVIEW 

The Regional Support Officer (Biodiversity Conservation Reforms) main responsibility is to provide support to, and build capacity of, local governments in the service area as they transition to operating under the Biodiversity Conservation Act 2017. This is a temporary position funded by OEH for 18 months only.
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3.
RESPONSIBILITIES AND DUTIES

The duties and responsibilities listed here are considered essential to achieving the primary objectives of this job.  These duties will be undertaken in such a manner that will enable the section to operate in an effective and efficient manner and within budgetary constraints.  
· Build relationships with councils in the region to promote awareness of the various components of the Biodiversity Conservation Act.

· Provide ‘help desk’ support to all councils within each a region and referrals to experts within OEH and other NSW Government agencies as appropriate.

· Evaluate council readiness for transition to the Biodiversity Conservation Act and develop strategies for support in consultation with OLG and OEH.

· Deliver information, advice, technical support, guidance and awareness sessions to council staff and Councillors in partnership with OEH, to build self-sufficiency in implementing council roles under the Biodiversity Conservation Act 2017 and understanding of the Biodiversity Assessment Method.

· Identify emerging needs for operational policy, guidelines and technical support and contribute to development of strategies for responding to and meeting these customer needs.

· Participate in and contribute to the network of regional support officers and OEH ROD planning teams to share information and knowledge and develop best practice.

Key challenges 
· Creating and maintaining effective relationships with relevant councils, NSW Government agencies, OEH ROD planning teams, fellow regional support officers and ensuring alignment of capacity building activities.

· Comprehending and applying a new legislative framework.

· Prioritising support needs across a diversity of local government organisations with differing needs, capacity and infrastructure and that are geographically dispersed.

Key relationships
	Who
	       Why

	Host
	

	Manager/supervisor
	· Receive guidance and support, provide advice and exchange information.

	Work team/other staff
	· Foster effective working relationships to facilitate opportunities for engagement, consultation, issue resolution and information sharing.

	Program coordination
	

	Office of Local Government
	· Consult and liaise to obtain feedback regarding priorities, strategies and directions.

· Report on progress and effectiveness of capacity building initiatives.

	Office of Environment and Heritage
	· Partner in extending advice to, and developing awareness within, councils. 

· Consult and liaise to obtain feedback regarding policy issues, technical advice and directions.

· Communicate emerging needs for technical and policy support.

	Regional support officer network
	· Foster effective working relationships to facilitate opportunities for engagement, consultation, issue resolution and information sharing.


	Local Government
	

	Council staff
	· Establish and maintain relationships to promote and encourage participation in capacity building activities and biodiversity conservation opportunities.

· Provide support to transition knowledge, systems, processes and data to operation under the Biodiversity Conservation Act 2017.

· Address queries and/or redirect to relevant party for review and resolution.

	Councillors
	· Raise awareness of roles and responsibilities under the Biodiversity Conservation Act 2017.


Core Capabilities
	Group and Capability
	Level
	Behavioural Indicators

	Personal Attributes

Manage Self
	Adept
	Look for and take advantage of opportunities to learn new skills and develop strengths 

Show commitment to achieving challenging goals 

Examine and reflect on own performance 

Seek and respond positively to constructive feedback and guidance 

Demonstrate a high level of personal motivation

	Relationships

Communicate Effectively
	Advanced
	Present with credibility, engage varied audiences and test levels of understanding

Translate technical and complex information concisely for diverse audiences

Create opportunities for others to contribute to discussion and debate

Actively listen and encourage others to contribute inputs

Adjust style and approach to optimise outcomes

Write fluently and persuasively in a range of styles and formats

	Relationships

Commit to Customer service
	Adept
	Take responsibility for delivering high quality customer-focused services

Understand customer perspectives and ensure responsiveness to their needs

Identify customer service needs and implement solutions

Find opportunities to co-operate with internal and external parties to improve outcomes for customers

Maintain relationships with key customers in area of expertise

Connect and collaborate with relevant stakeholders within the community

	Relationships 
Work Collaboratively 
	Adept
	Encourage a culture of recognising the value of collaboration 

Build co-operation and overcome barriers to information sharing and communication across teams/units 

Share lessons learned across teams/units 

Identify opportunities to work collaboratively with other teams/units to solve issues and develop better processes and approaches to work 

	Results

Plan and Prioritise
	Adept
	Take into account future aims and goals of the team/unit and organisation when prioritising own and others’ work 

Initiate, prioritise, consult on and develop team/unit goals, strategies and plans 

Anticipate and assess the impact of changes, such as government policy/economic conditions, on team/unit objectives and initiate appropriate responses 

Ensure current work plans and activities support and are consistent with organisational change initiatives 

Evaluate achievements and adjust future plans accordingly

	Results

Think and Solve Problems
	Adept
	Research and analyse information, identify interrelationships and make recommendations based on relevant experience

Anticipate, identify and address issues and potential problems and select the most effective solutions from a range of options

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

Identify and share business process improvements to enhance effectiveness


4.
 KNOWLEDGE, SKILLS AND ABILITIES

· Authority and accountability: 

Provides a professional advisory role to people withinor outside council. Such advice may commit the council and have significant impact upon external parties dealing with council. The position may manage several major projects or sections within a department of the council.

· Judgement and problem solving: 

Positions have a high level of independence in solving problems and using judgement. Problems can be multi-faceted requiring detailed analysis of available options to solve operational, technical or service problems.

· Specialist knowledge and skills: 

The skills and knowledge to resolve problems where a number of complex alternatives need to be addressed.

· Management skills: 

May be required to manage staff, resolve operational problems and participate in a management team to resolve key problems.

· Interpersonal skills: 

Interpersonal skills in leading and motivating staff may be required. Persuasive skills are used in seeking agreement and discussing issues to resolve problems with people at all levels. Communication skills are required to enable provision of key advice both within and outside council and to liaise with external bodies.

· Qualifications and experience: 

Tertiary qualifications combined with a high level of practical experience and an in-depth knowledge of work.

5.   WORK, HEALTH & SAFETY RESPONSIBILITIES

All employees are responsible for Work Health and Safety (WHS) for Council and their duties include:
· Complying with Council’s WHS policies and procedures.
· Working with due diligence and consideration to safeguard their own health and safety and the health and safety of others.
· Reporting any potential hazards, incidents or injuries to their Supervisor and Human Resources within 48 hours.
· Participating in any applicable WHS consultation arrangements.
· Complying with any Return to Work Plan if injured and supporting rehabilitation in the workplace.
· Correctly using all personal protective equipment.
· Complying with emergency and evacuation procedures and site rules if applicable.
6. PHYSICAL DEMANDS

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  

While performing the duties of this job, the employee is regularly required to sit and use hands to input data and write.  The employee is frequently required to talk or hear in person and on the telephone.  The employee is occasionally required to stand, walk, and occasionally lift items up to 15kg.  Specific vision abilities required by this job include close vision and the ability to adjust focus.  
7.
 WORK ENVIRONMENT

The position of Manager – Building and Regulatory Services is a recognised Professional/Specialist position within the organisational structure of Cowra Shire Council.  The position is based at Council’s Administrative Offices at 116 Kendal Street Cowra, NSW, 2794.  At various times the jobholder may be required to commence and finish work at a location away from the office.  

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job.  

The noise level in the work environment is usually quiet.

8.  CONDITIONS OF EMPLOYMENT
Hours
Council’s indoor staff work a 35 hour week on the basis of a nine day fortnight. Some variation in work hours may be required from time to time to ensure the efficient undertaking of the position. Additional hours worked are generally recognised in the form of “time in lieu” rather than payment of overtime.
Performance Appraisal 
A performance appraisal will be undertaken on an annual basis utilising performance indicators and include formulation of a career path and training plan.
Policies and Procedures

The employee who occupies this position must comply with Council's Code of Conduct and all other policies and procedures that affect his or her employment.  
All other conditions of employment are in accordance with the Local Government (State) Award.
9. 
ACKNOWLEDGEMENT

I, ......................................................................................... (Print Name) acknowledge that I have read and understand the duties, responsibilities and requirements of this position.
Sign: ………………………………………
Date: ………………………..

This is not a static document. Management reserves the right to review and amend this Position Description in consultation with the position holder as the need arises.
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