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Job Description Form
Assistant Advisor

Position Details	
Position Number:		016340
Classification:		Level 4
Award/Agreement:	Public Sector Award and Agreement
Organisational Unit:	Housing Policy and Development / Housing Delivery and Asset Maintenance / Statewide Asset and Maintenance Services / Remote Essential and Municipal Services
Location:			Perth Metropolitan Area
Classification Date:	
Effective Date:	November 2025

Reporting Relationships
This position reports to:
Principal Planning and Reporting Officer, 015669, Level 7

Positions under Direct Supervision:
This position has no subordinates.




Role Statement
This position will be part of a highly skilled, multidisciplinary and visionary team that will drive a range of projects, initiatives, services or systems to support achievement of the Department’s outcomes in remote Aboriginal Communities. The position will work in a collaborative and flexible way; be culturally responsive and model the Department’s values. 

Position Duties and Responsibilities
1.	Assist in the development and the coordination of a range of projects, initiatives, services or systems in support of the teams outcomes. 
2.	Work collaboratively with key internal stakeholders to contribute to the continuous improvement of agency-wide business practices, processes or systems. 
3.	Consolidate and provide routine analysis to support advice on a range of projects. 
4.	Establish and sustain relationships and networks with key internal and external stakeholders to foster innovation and best practice. 
5.	Coordinate and prepare minutes, reports, briefings and other documentation for a range of internal and external stakeholder groups. 
6.	Contribute to and assist with routine research, analysis or evaluation to support evidence-based decision making. 
7.	Demonstrate a commitment to teamwork and contributing to decision-making. 
8.	Provide support for internal and external meetings including secretariat and logistics support, preparation and distribution of agendas and meeting papers. 
9.	Provide assistance in financial payment, reporting and budget related matters. 



Corporate Responsibilities

1.	Exhibits accountability, professional integrity and respect consistent with the Department’s Values, the Code of Conduct, and the public sector Code of Ethics.
2.	Actively participates in the Department’s performance development process and pursues professional development opportunities.
3	Participates in emergency or critical event response management duties as required.
4.	Undertakes other duties as required.

Work Health and Safety Responsibilities

All Employees (and Volunteers / Trainees / Contractors)
1.	Take reasonable care for your own health, safety and wellbeing at work, and that of others who may be affected by your actions or omissions; and comply and cooperate with safety and health policies, procedures and applicable legislated requirements.
Supervisors (if applicable)
2.	In addition to the Employees WHS responsibility, ensure as far as practicable, the health, safety and wellbeing of staff under your supervision through the provision of a safe workplace in accordance with health and safety legislation.


Essential Work-Related Requirements (Selection Criteria)

1.	Proven communication and interpersonal skills with the ability to build and maintain effective relationships with a range of people in various contexts. 
[bookmark: _Hlk178851751]2.	Demonstrated conceptual, research, analytical thinking and problem solving skills. 
[bookmark: _Hlk178851863]3.	Assisting in the delivery of strategic initiatives, policies or change initiatives using mixed methodologies with an understanding of project management to achieve outcomes. 
4.	Experience in financial processes, including payment systems, reporting and budget management.
5.	Demonstrated written communication skills with the ability to prepare administrative and technical documents to a high level of detail. 
6.	Proficiency in Microsoft Office applications, particularly Excel and Word, to support operational tasks and reporting. 

Desirable Work-Related Requirements (Selection Criteria)

1.	Understanding of Aboriginal culture and the challenges of providing services in remote communities. 

Essential Eligibility Requirements / Special Appointment Requirements

1.	Appointment is subject to a satisfactory Criminal Record Check conducted by the Department.
2.	Willingness to travel to remote regional locations, including by light aircraft, and to stay overnight on a frequent basis. 
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