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Senior Facilities Adviser, Level 5 (00161676)
	Division/Directorate: 
	State Services
	Reports to: 
	Principal Facilities Adviser

	Branch/Section: 
	People Services/Parliamentary Electorate Officer (PEO) Support and Transport 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 Parliamentary Electorate Offices (PEO) Support and Transport Unit provides support and advice to all Members of Parliament and electorate staff for the purpose of conducting their parliamentary and electorate responsibilities.
The Unit also provides executive transport services to eligible office holders and is responsible for facilities management for the Department, Premier and Ministerial Offices. 
About the Role and Responsibilities
The Senior Facilities Adviser provides a comprehensive facilities advisory service to Members of Parliament (MPs) and Parliamentary Electorate Office (PEO) staff. The position liaises with Department of Housing and Works (DHW) regarding PEO accommodation matters and assists the Principal Facilities Adviser in the management of complex matters.
· Provides a comprehensive advisory service in relation to PEO facilities matters.
· Establishes and maintains communication networks and working relationships to ensure a collaborative
approach between the PEO Support and Transport Unit, MPs DHW and the PEO. Includes undertaking regular visits to PEOs.
· Project manages and prepares project briefs for the establishment and equipping of PEOs, including lease negotiations, contract of building works, security system installation/maintenance and asset management.  
· Manages business relationships between the Department and DHW and external contractors for the establishment of new offices including appointing, coordinating and liaising with consultants and architects. 
· Monitors and undertakes contract administration in conjunction with DHW to ensure contractor work is of an acceptable standard and completed in compliance with contract specifications and budget. 
· Prepares policy advice and comments on MP requests for consideration by the Director General and Premier. 
· Undertakes research and projects as directed, on government accommodation and related policies and provides advice to the Manager and Director, People Services.
Other 
· Contributes to the review and evaluation of existing processes to ensure they are relevant to operational
requirements and identify opportunities for improvement.
· Mentors and supports the development and work of other officers within the team.
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.
Work Related Capabilities (Selection Criteria)
1. High level interpersonal and verbal communication skills with the ability to liaise, consult, negotiate and establish relationships with key stakeholders including MP’s 
2. Well-developed written communication skills with the demonstrated ability to write clearly, analyse options and develop recommendations.  
3. Well-developed organisational skills including a strong client focus and ability to provide timely, accurate and comprehensive advisory services to a diverse client group. 
4. Well-developed conceptual, analytical and problem-solving skills, including the ability to develop innovative solutions to a broad range of issues.
5. Demonstrated ability to develop other team members through training and coaching as well as provide advice and guidance. 

Desirable 
1. Substantial relevant experience in facilities management.
2. Knowledge of the legislative and procedural requirements of government policy relative to the position.

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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