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Project Officer, Level 5 (DPC25068)
	Directorate: 
	Office of the Coordinator General  
	Reports to: 
	Project Manager 

	Location: 
	West Perth 
	Supervises:  
	Nil


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. 
[bookmark: _Hlk214440054][bookmark: _Hlk214437744]Our areas of responsibility include Office of Digital Government, Delivery & Policy, Aboriginal Engagement and Native Title, Office of the Coordinator General, Office of the Defence Industries and State Services.
[bookmark: _Hlk125896025]Join us and work in a role where you can make a real difference to the lives of individuals and communities throughout Western Australia.
Our values, Leadership, Connection and Impact, underpin the way we work. 
The Office of the Coordinator General (OCG) works to support Western Australia's ambitious energy transition, decarbonisation and economic diversification goals. With a focus on industrial land activation and facilitation of major job-creating projects and precincts, the Coordinator General will support the State to rapidly pursue opportunities and grow the State's competitive advantage to ensure Western Australia remains a great place to invest. 
About the Role and Responsibilities
The Project Officer supports the team by undertaking high-quality research, analysis and implementation activities that contribute to Western Australia’s energy transition, decarbonisation, and economic diversification goals.
Research Analysis, Policy Development and Reporting
· Conducts evidence-based research and provides in-depth analysis to inform policy and strategy development.. 
· Prepares a range of documents, including tools, guidelines, reports, publications, correspondence, briefing notes and submissions, such as executive and ministerial briefings and Cabinet submissions, and other information as required.
Project Coordination
· Assists in developing and coordinating project plans and strategies for a variety of projects and initiatives. 
· Supports the effective and timely delivery of projects. effectively.  
Engagement
· Coordinates engagement with key stakeholders including Ministerial Offices, government agencies, industry, and non-government organisations. 
· Contributes to establishing and maintaining effective internal and external stakeholder relationships. 
· Ensures professional and timely engagement with stakeholders. 
· Develops presentation materials and coordinates OCG functions, presentations, meetings, and training sessions. 
· Represents the Office of the Coordinator General and participates in   relevant committees and meetings.
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 their own safety and health and that of others at work 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.
· The position applies equal opportunity, occupational safety and health and ethical principles and practices in all aspects of the role while helping provide a fair, safe, enjoyable and innovative workplace. 
Building Leadership Impact 
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.
Work Related Capabilities (Selection Criteria)
Essential
1. Well-developed research and analytical skills to support the preparation of evidence-based advice.
2. High level written communication skills, including drafting policies, reports, submissions, memos and briefings.
3. Demonstrated ability to apply innovative thinking to solve complex problems. 
4. Well-developed collaboration and verbal communication skills, with the ability to interact effectively with stakeholders and managers. 
5. Ability to manage competing demands and deadlines, set clear priorities and manage a diverse workload efficiently. 
Desirable
1. Relevant tertiary qualifications.
2. Broad knowledge of Western Australian Government policies, priorities, and practices.
3. Relevant tertiary qualifications.
Pre-employment requirements
To be eligible for a permanent appointment to the Department, employees must be eligible to live and work in Australia indefinitely. Employees engaged on fixed term appointments need a valid work visa for the duration of the entire employment contract.
Appointment is subject to a 100-point identification check and Criminal Records Screening Clearance.
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