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	WESTERN AUSTRALIA POLICE

POSITION DESCRIPTION




	POSITION DETAILS


	Position Description Number:

211174

	Position Title:

Executive Manager

	Rank/Level/Band

Level 7

	Region/Portfolio/Directorate:

Asset Management
	Award/Agreement:

Current PSA, PSGOGA and Agency Specific Agreement


	District/Branch:

Asset Business Services
	Location/Suburb:

East Perth


	Sub-district/Section:


	Registered Copy Date:

October 2016


	Working Conditions/Special Allowances:  
Normally day shift, Monday to Friday, however, the position may be required to work outside normal hours for operational reasons in accordance with the relevant Industrial Agreement(s).




___________________________________________________________________

	POSITION OBJECTIVE

Provides ongoing strategic business support to the Director, Asset Management through the provision of high level advice and the effective and efficient delivery of business services and systems for the Directorate. The position manages and develops strategic corporate asset related and sustainability planning, policy and reporting requirements within the Western Australia Police (WA Police) ensuring compliance with relevant agency and government policy.  


               ___________________________________________________________________

REPORTING RELATIONSHIPS

THIS POSITION REPORTS TO:
Title:





Rank/Level/Band: 

Director





Class 1


_______________________________

THIS POSITION





_______________________________

POSITIONS REPORTING TO THIS POSITION:

Title:





Rank/Level/Band:

Manager, Business Services


Level 6

ORG/Research & Development Coordinator
Sergeant

Project Officer 




Level 5

Total number of positions under control: 3

Direct:
3

Indirect:  

Budget Managed:
Nil

___________________________________________________________________

ORGANISATIONAL VALUES

MISSION

To enhance the quality of life and well-being of all people in Western Australia by contributing to making our State a safe and secure place.

VALUES

The foundation of our values and service philosophy are six non-negotiable principles of conduct, behaviour and practices that are expected of everyone in the Western Australia Police (WA Police).  These are honesty, empathy, respect, openness, fairness and accountability.
The Western Australia Police promote a workplace that is discrimination free, is fair and equitable, values diversity and provides for a safe and healthy working environment.  In accordance with the organisation’s professional standards and Code of Conduct the Agency advocates a high level of ethics and integrity by all employees.
__________________________________________________________________
Role of WORK Unit

Asset Business Services forms part of the Asset Management Directorate and provides executive assistance and support to the Director to enable effective management and operation of the Directorate. This includes the provision of services to the Director and Branches within the Directorate and internal and external stakeholders; including strategic research, coordination, monitoring, advisory and financial services relating to the Directorate’s activities and resources. Asset Business Services assists in developing and implementing appropriate systems and plans to achieve Directorate strategic objectives and the Agency’s strategic sustainability initiatives.
KEY RELATIONSHIPS
Internal to the Agency the position liaises with all levels of management personnel throughout the Agency.

Externally the position liaises with relevant stakeholders involved in utility usage, fleet management and other asset related services, government agencies including the Office of Energy, Insurance Commission of Western Australia, Department of Treasury and Department of Finance, City of Perth and private enterprise through Common Use Agreements.

Decision making role

The position operates within the corporate strategic framework and has the authority to manage and implement corporate priorities and initiatives. The position has significant autonomy to determine how work will be undertaken and makes decisions to ensure the provision of an effective and efficient business support service; this includes development of strategic and functional initiatives. The incumbent has the autonomy to make decisions within agency guidelines regarding the utilisation and deployment of resources. Recommendations may be referred to the Director or other Agency staff for consideration and for further action as required.
___________________________________________________________________

ACCOUNTABILITIES/DUTIES

	
	Freq


	%

	1 STRATEGIC BUSINESS MANAGEMENT


1.1
Manages and leads the directorate’s business support function on behalf of the 
Director; including physical, financial, human resources and high level 
administration to provide effective and efficient operational and strategic support to 
the core business of the Asset Management Directorate.
1.2
Undertakes the day to day supervision and task allocation of personnel attached to 
the Business Management Unit and Finance, in relation to the provision of 
business services.
1.3
Initiates and directs strategic research and corporate projects and develops 
reports, briefings and policies on critical issues impacting the Directorate and 
its services.
1.4
Develops detailed project statements, strategies and action plans to achieve 
directorate priorities and project deliverables.

1.5
Facititates the development and implementation of projects and 
investigations into 
operational and strategic business issues, risk management and business 
continuity policies and processes to ensure that corporate priorities and initiatives 
are met within the agency’s accountability framework and timeframes. 

1.6
Contributes to planning, development and implementation of plans and strategies, 
including office support strategies for the Directorate. Develops, implements, 
monitors and reports on divisional operational plans.

1.7
Manages the WA Police annual RiskCover reporting requirements and 
responsibilities specific to property in transit and property and business interruption.
1.8
Manages and facilitates the planning, development and production of strategic 
policy relating to sustainability requirements ensuring compliance with relevant 
Agency and Government policy and practice.
1.9
Develops and maintains strategic working relationships with key stakeholders and 
advisers to develop systems, policies and procedures to ensure achievement of the 
Directorate’s business goals.
1.10
Provides advice, assistance and direction to Portfolio clients and liaises with key 
stakeholders to ensure services provided are appropriate to their 
requirements.
1.11
Promotes and encourages an effective and efficient customer service within the 
Directorate and 
across WA Police on behalf of the Director, and leads business, 
process and culture related change management.
1.12
Manages a range of corporate support functions relevant to public sector 
organisation.

2
RESOURCE MANAGEMENT



2.1 Leads and inspires an environment of excellence in service delivery, high performance and accountability within a team environment.

2.2
Facilitates the development of the Directorate’s annual budget and ensures 
alignment of expenditure profiles to project and Directorate business imperatives.
2.2 Manages the development of high level submissions, business cases and funding justifications for the acquisition of additional human, vehicle fleet, physical and financial resources for the Directorate.
2.4
Facilitates the annual Capital Works Investment Program (CWIP) process, 
including the development of the Strategic Asset Plan (SAP) on behalf of the 
Directorate.
3
OTHER
3.1
Understands and complies with information security policies and procedures to 
ensure information holdings/systems are kept confidential and utilised accurately 
and reliably. 

3.2
Undertakes other duties as directed.
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	FREQUENCY: D = Daily, W = Weekly, R = Regularly, O = Occasionally, A = Annually
	
	


WORK RELATED REQUIREMENTS

ABLE TO DEMONSTRATE:    
	Essential WORK RELATED REQUIREMENTS
	Context within which work related requirements will be applied and/or general standard expected.

	
	

	1
Knowledge of the Strategic Asset Management Framework. 
	Managing the annual Capital Works Investment Program (CWIP) process in accordance with the Strategic Asset Plan on behalf of the Directorate to meet agency expected outcomes in accordance with Government’s Strategic Asset Management Framework.

	
	

	2
Experience in corporate strategic planning and change management skills.
	Compiling plans, providing corporate strategic advice. Overseeing the implementation, management and progress of business initiatives. Directing and advising others on organisational change. Positively and effectively dealing with change.

	
	

	3
Project management, supervisory and leadership skills.
	Leading, directing and coordinating programs and projects Directing and managing the delivery of the corporate service function. Supervising, developing and managing the performance of staff. Fostering team work within an environment of transparency and accountability. Encouraging input from key stakeholders and staff.  Finding opportunities to share information and ensuring that others are kept informed of issues. Preparing and monitoring budgets

	
	

	4
Verbal and written communication, negotiation and interpersonal skills.
	Liaising with a wide range of personnel both within and external to the Agency at all levels. Relating effectively with senior management and developing client relationships. Negotiating issues. Providing specialist advice to internal and external clients. Conflict resolution. Presenting data. Preparing reports, briefing papers and high level correspondence.

	
	

	5
Ability to develop, interpret and apply policy, practices and procedures.
6
Demonstrated ability in Management Advisory and Governance.
	Working within the Financial Management Act, Public Sector Management Act, Treasurer’s Instructions, State Records Act, Public Service Award and any other applicable legislation. Dealing with property (asset related) insurance matters. Implementing policies and strategies to ensure consistency with WA Police and Government policy and practices. Knowledge of sustainability issues, philosophies, trends and best practice.
Review, analyses and evaluation of business processes and policies to identify potential improvements and ensure alignment with the WA Police operational and strategic business objectives.



	7
Conceptual, analytical and problem solving skills.

	Demonstrated ability in developing practical and innovative solutions to complex problems. Developing options for change. Foreseeing consequences and recommending solutions.

	DESIRABLE WORK RELATED REQUIREMENTS
	

	
	

	8
Possession of, or progression towards a relevant tertiary qualification.
	


CERTIFICATION
We have carefully reviewed this Position Description and are satisfied that it fully and accurately describes the WA Police requirements of the position.

	Certified By:


	Name and Signature


	
Date



	A/HR Reform Project Leader

	Pamela Soares
Workforce Design & Consultancy 

	             October 2016

	Portfolio/Directorate Head

(pre-requisite/specialist criteria noted and agreed) 

	Gary Lord

Director

Asset Management
	             October 2016
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