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Job Description Form
Senior Policy Officer 

Position Details	
Position Number:		Generic
Classification:		Level 6
Award/Agreement:	Public Sector Award and Agreement
Organisational Unit:	Housing Policy and Development / Strategic H&A Policy, Planning & Bus Dev / Various
Location:			Perth Metropolitan Area
Classification Date:	
Effective Date:	July 2025

Reporting Relationships
This position reports to:
Manager Affordable Housing and Supply and Community Housing, 015583, Level 8
Manager Intergovernmental Relations and Closing the Gap, 015589, Level 8
Manager Social Housing Policy and Reform, 015719, Level 8
Principal Policy Officer, 014391, Level 7

Positions under Direct Supervision:
This position has no subordinates.



Role Statement

This position undertakes the development and implementation of both strategic and operational policy. 
The role is responsible for developing reporting formats and prepares and presents information that outlines the performance of policies against organisational requirements. 
In addition, the position provides high level advice, support and expertise to managers, the Executive Director and other senior staff on the development and implementation of policy issues. 


Position Duties and Responsibilities

1.	Policy Development and Implementation
1.1	Undertakes research and analysis into complex social and affordable housing problems. 
1.2 	Develops and presents strategic policies that complement the overall direction of the organisation. 
1.3	Fosters innovative and creative thinking and solutions within an environment of transparency and accountability. 
1.4	Consults and liaises with non-government organisations, government agencies and other stakeholders, in the collaborative development of strategic policies and initiatives. 
1.5	Prepares policy and strategy implementation and/or action plans. 
1.6	Anticipates opportunities and trends to enhance policy development that complement the Department’s housing programs. 

2.	Review, Reporting and Evaluation
2.1	Undertakes the review and evaluation of existing program or policy initiatives and prepares appropriate reports on outcomes. 
2.2	Analyses, evaluates and coordinates Commonwealth and state reporting on progress and outcomes of implemented policies, programs and initiatives. 
2.3	Evaluates implementation alternatives and options. 

3.	Influencing and Managing Relationships
3.1	Represents the Department at interagency forums, conferences and workshops. 
3.2	Ensures the effective communication and promotion of strategic policy changes and new initiatives, including the provision of staff and sector briefings and workshops. 
3.3	Helps to coordinate the Directorate’s strategic policy work program 
3.4	Prepares consultancy briefs and manages consultancy contracts. 
3.5	Establishes and maintains effective internal and external relationships with internal Divisions, external agencies, industry, community organisations, stakeholders and customers, and promotes the strategic goals of the Directorate. 

4.	Other 
4.1	Prepares Ministerial responses and advice, Cabinet Submissions, discussion papers, reports, correspondence and other briefing materials as required. 
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)

	Supports and Influences Strategic Direction
1.	Demonstrated experience in the formulation, review and evaluation of strategic initiatives, including analysis and reporting on performance. 
2.	Experience in interpreting strategic initiatives with the ability to confidently negotiate required implementation outcomes with stakeholders. 
	Achieves Outcomes
3.	Well-developed organisational skills with the ability to operate within tight timeframes. 
	Innovation and Creativity
4.	Conceptual, analytical and problem-solving skills and the ability to provide solutions to complex issues. 
	Personal Integrity and Self-Awareness
5.	Demonstrated ability to work proactively as part of a Team and to support colleagues in the achievement of the Team’s priorities. 
	Communicates and Influences Effectively
6.	High level interpersonal skills with the ability to build and maintain effective relationships with internal and external stakeholders. 
7.	Well-developed written communication skills with the ability to prepare reports and present information of varying complexity. 

Essential Eligibility Requirements / Special Appointment Requirements

1.	Appointment is subject to a satisfactory Criminal Record Check conducted by the Department.
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