


POSITION DESCRIPTION
POLICY PROJECT COORDINATOR - TEMPORARY
	Position Number:
	PCG023

	Directorate:
	Internal Services

	Team:
	Governance and Risk

	Supervisor:
	Coordinator Governance and Risk 

	Classification: 
	Band:
	2
	Level:
	3
	Grade:
	9

	Tenure:
	Temporary 9 months
	Hours of Work: 70 hours per fortnight

	Primary Location:
	Tumut/Tumbarumba



Purpose:
To manage and coordinate the development of policy initiatives to contribute to the delivery of policy implementation within timeframes across Snowy Valleys Council.

Scope: 
	Budget Responsibility
	Staff Management Responsibility

	$0
	Nil


Reporting Structure:
[image: ]
[image: C:\Users\mcameron\Desktop\Values June 2018.jpg]

Key accountabilities: 
1. Research, analyse and review complex policy issues, identifying emerging issues, developing evidence based options, and recommended solutions to resolve problems and mitigate risks against;
2. Provide expert policy advice and information to relevant stakeholders to facilitate the appropriate interpretation and implementation of policies; 
3. Build and maintain relationships with key stakeholders, facilitating their engagement in, and contribution to, the identification and development of policy solutions and to inform policy decision making;
4. Monitor, evaluate and report on the development and/or implementation of policies to identify issues and ensure the achievement of established organisational outcomes;
5. [bookmark: _GoBack]Mentor and coach Managers and Coordinators, ensuring compliance with governance and quality requirements (e.g. Policy and Procedure Framework), to successfully deliver policy priorities and initiatives 
6. Prepare correspondence, written reports, and briefs to the Executive Leadership Team that are informative and aligned with Council priorities 
7. Cooperate and comply with Council’s WH&S Policy and Program
8. Demonstrate positive cultural behaviours and commit to applying Snowy Valleys Council’s values, policies and procedures at all times.
SELECTION CRITERIA:
ESSENTIAL
E1. Relevant tertiary qualifications in policy, business or project management and/or minimum of 5 (five) years’ experience in a similar role
E2. Demonstrated experience in researching, developing, writing and consulting to draft contemporary policy
E3. Demonstrated capability in providing strategic research and preparing high level reports, minutes, briefings and policy advice including the analysis and interpretation of emerging policy issues
E4. Demonstrated superior communication skills
E5. Proven track record of successful completion of project work
E6. Proven track record in providing high level advice and support to a senior leadership position in a large organisation including governance, effective communication, negotiation and presentation skills
E7. Sound understanding of the legislative, economic, social, technological and political environment in which local government operates
E8. Comprehensive understanding of the budget process, governance and reporting in local government 
E9. Current driver licence

DESIRABLE
D1. Previous experience in Local Government
[image: C:\Users\tmellen\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.Outlook\I7U0GTYG\SVC_Logo_horiz.jpg]
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WE VALUE
RESPECT

King together with our
ing that with trust

Listen, acknowledge and provide
constructive feedback to others

Building effective relationships
and recognising that valuing and
supporting others helps us deliver
services to the community

Understand our community's
expectations and go out of my way
to meet them

Learn from mistakes and celebrate
our successes

Encourage a participatory work
environment and committed to
working with and learning from
others

Share my knowledge, skills and
experience with others

Choose to work positively with
others

Values & Behaviours

SAFETY

ontinuously imprc
in the workplace

Look after wellbeing of colleagues
to ensure that we all go home in the
same condition as we came to work
in

Strive towards and committed to a
healthy, safe and sustainable future
for all

Work cooperatively to foster the
development of attitudes and beliefs
that support safe behaviour

Inclusive of all team members and
work together to create solutions.

Have courage to make tough
decisions in the interest of the
organisation

INTEGRITY

look to the futur what is
right for our communit g g the |
job done

« Act honestly, ethically and ensure
decisions made are transparent and
accountable

Focus on finding solutions and
achieving results

Use Council resources wisely and
deliver value for money

Collaborate across departments,
divisions and teams

Comply with legislation and
organisational polices

Balance risk against prudence

Committed to continuous
improvement and use information to
inform ways to improve our services

Embrace change and welcome the
opportunities it might bring
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