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Project Officer Level 5 (DPC25070)
	Division/Directorate: 
	Aboriginal Engagement - Native Title Negotiations 
	Reports to: 
	Assistant Director Level 8

	Branch/Section: 
	Future Acts Unit 
	Supervises: 
	NIL

	Location: 
	West Perth 
	
	


Our vision is to lead a connected government that delivers a brighter future for Western Australians. 
The Department of the Premier and Cabinet (DPC) leads the public sector in providing whole-of-Government advice and support to the Premier and Cabinet in their service of the WA community. 
Our areas of responsibility include Office of Digital Government, Intergovernmental Relations and Strategic Priorities, Aboriginal Engagement and Community Policy, Infrastructure, Economy and Environment and State Services.
[bookmark: _Hlk125896025]Join us and work in a role where you can make a real difference to the lives of children, families, individuals and communities throughout Western Australia.
Our values, Leadership, Connection and Impact, underpin the way we work.
The Aboriginal Engagement directorate aims to elevate the Aboriginal Affairs portfolio and drive systemic change across Government, with an objective to improve the economic prosperity and wellbeing of Aboriginal people and communities in Western Australia. This includes providing timely and relevant policy advice and embedding strategic frameworks that facilitate a whole of government approach in engaging with Aboriginal people and communities. 
The Native Title team within the Aboriginal Engagement directorate is responsible for leading and coordinating whole-of-Government native title negotiation, implementation and policy activities to promote positive social, economic, cultural and community outcomes for Traditional Owners in Western Australia. 
The Future Acts Unit (the Unit) provides whole of Government strategic direction and facilitation for Government-led Native Title Act future act negotiations. These negotiations present a critical opportunity to fulfill WA Government priorities including the clean energy transition, decarbonisation and increased economic diversification, as well as leveraging economic development opportunities for native title holders and their prescribed bodies corporate. The Unit will be responsible for leading significant future act negotiations for the WA Government as well as providing advice and coordination across Government agencies and Government Trading Enterprises to build capability in relation to future act negotiations.
The Unit is responsible for delivering three key functions: Future Acts Advisory and Negotiation; Future Acts Assessment and Triage and providing secretariat and administrative support for relevant committees. The team’s work involves direct engagement with native title groups and other Aboriginal communities and organisations and close collaboration with a range of WA Government agencies.
About the Role and Responsibilities
The Project Officer assists in the management of projects, or components of complex projects, to support the Unit’s role in providing leadership, coordination, and advice on Native Title Act future act matters. 
Project Development 
· Assists with managing projects, or components of complex projects to support the Unit’s strategic priorities.
· Advises and assists with project development and coordination of matters relating to Native Title Act future acts.
Administrative Support
· Responds to information requests and enquiries relating to Native Title Act future acts.
· Supports coordination of the Unit’s priority project activities, including providing administrative assistance for key stakeholder engagements.
· Assists with briefing and reporting requirements to ensure project deliverables are tracked and key stakeholders are regularly informed. 
Stakeholder Engagement
· Liaises with, and provides advice to, internal and external stakeholders to maintain positive relationships, and support project development and facilitate the delivery of project outcomes.
· Represents the Department at forums on project teams and on committees as required.
Corporate Responsibilities
· Exhibits accountability, professional integrity and respect consistent with DPC Values, the Code of Conduct, and the public sector Code of Ethics.
· Takes reasonable care to protect your own safety and health at work, and that of others by co-operating with the safety and health policies and procedures of the Department and complying with all provisions of the Work Health and Safety Act 2020
· Undertakes other duties as required.


Leadership Expectations
We consider all our people are leaders and aim to build the impact of their leadership in our important work for the sector and community. As such we expect all our people to adopt the expected behaviours and associated mindsets outlined in Building Leadership Impact and described fully in Leadership Expectations. 
The leadership context of this position is Personal Leadership and there are opportunities for professional development and growth.
Below are leadership expectations for this role:
Lead collectively
You understand your agency’s objectives and can express how your work relates and contributes to achieving operational excellence for your agency. 
Think through complexity
You use information and analysis to initiate problem resolution and seek guidance as necessary. 
Dynamically sense the environment
You adjust priorities and pace with guidance when necessary to ensure you contribute to delivering value for your team. 
Deliver on high leverage areas
You take responsibility for managing your work to achieve results, keeping others informed of your progress. 
Build capability
You recognise your role in and contribution to creating a healthy culture in your team environment.
Embody the spirit of public service
You complete your work practices in accordance with the policies and procedures of your work area, seeking clarification and guidance as necessary.
Lead adaptively
You demonstrate a willingness to extend your knowledge, skills and technical expertise to support your development, seeking guidance when necessary. 


Work Related Capabilities (Selection Criteria)
Role Specific Requirements
· Strong interpersonal and communication skills with ability to build and maintain productive relationships with internal and external stakeholders to successfully influence and achieve desired outcomes.
· Conceptual, analytical, research and report writing skills, demonstrating clear ability to synthesise complex information into clear and succinct written recommendations, reports, and briefings.
· Experience in the provision of governance and secretariate support. 
· Experience in the development of policy and procedure.
Desirable Work-Related Requirements 
1. Relevant tertiary qualifications. 

For permanent appointments you must also be eligible to live and work in Australia indefinitely. Employees engaged on fixed term appointments need a valid work visa for the duration of their contract.
Appointment is also dependent on a 100-point identification check and Criminal Records Screening Clearance.
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