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Executive Manager – Level 7 (DPC23048)                               March 2026
	Division: State Services
	Reports to: Assistant Director General

	Directorate Branch: Office of the Assistant Director General
	Supervises: 0

	Location: West Perth
	OSCA Code: 


Our vision is to lead a connected government that delivers a brighter future for Western Australians. 
[bookmark: _Hlk125896025]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. 
The Department of the Premier and Cabinet, provides quality policy and administrative advice and support to the Premier, Ministers and Government to serve the WA community. The Department plays a central role coordinating delivery off WA Government priorities: jobs, health, housing, safe and inclusive communities, environment, and infrastructure and services.
Our values, Leadership, Connection and Impact, underpin the way we work.
Our Values of Leadership, Connection and Impact, underpin the way we work and guide us as we achieve our strategic priorities. By demonstrating professionalism, courage and integrity, our collective efforts working with the public sector and throughout the community enable us to deliver high quality outcomes that improve the lives of Western Australians.
About the Directorate/Branch
The State Services Division delivers essential corporate and enabling functions throughout the Department, ensuring effective and responsible operations in accordance with public sector and legislative requirements, and the achievement of Government priorities. 
About the Role and Responsibilities
This position provides project and program management expertise and supports the Assistant Director General to effectively deliver the outcomes of the division. It is responsible for providing advice and critical analysis to the ADG, managing and resolving identified issues, coordinating activities across the division and ensuring the quality, consistency and delivery of written correspondence and documentation for the division.
Leadership and Management
· Contributes to the overall strategic management of the organisation/divisional branch by coordinating management of priority projects, providing critical analysis and quality assurance to contribute to the achievement of organisational objectives.
Communication and Engagement
· Highly developed written and verbal communication and interpersonal skills.
· Proactively building internal and external relationships with key stakeholders to facilitate effective delivery of divisional priorities and initiatives and resolve issues.
Project planning and implementation
· Developing implementation plans with agreed objectives and timeframes.
· Manages special projects and issues of a critical nature on behalf of the ADG.
· Leads the implementation of these projects, manages the reporting, monitoring and evaluation of projects.
Other
· Other duties as directed.
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.
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)
Shapes and Manages Strategy
· Is strategically focused and understands the Department’s objectives and aligns operational activities accordingly.
· Provides direction to others regarding the purpose and importance of their work. Illustrates the relationship between operational tasks and organisational goals. The ability to undertake high level research, critically analyse information, evaluate solutions to complex issues and formulate policy or strategy.
Achieves Results
· Highly developed organisational and prioritisation skills with the capacity to remain flexible and responsive to changes in requirements. Able to work under pressure and to tight deadlines to deliver materials at short notice. Sees projects through to completion, monitoring project progress and adjusting plans as required. Values specialist expertise and capitalises on the expert knowledge and skills of others. Contributes own expertise to achieve outcomes for the business unit.
Builds Productive Relationships
· Effectively builds and sustains relationships with a network of key people at senior levels both internally and externally. Anticipates and is responsive to internal and external client needs. Consults and shares information and ensures others are kept informed of issues. Works collaboratively and operates as an effective team member.
Exemplifies Personal Integrity and Self-Awareness
· Provides impartial and forthright advice, challenges important issues constructively and stands by own position when challenged. Acknowledges mistakes and learns from them and seeks guidance and advice when required. Adopts a principled approach and adheres to public sector values and Code of Conduct. Operates as an effective representative of the Department in public and internal forums.
Communicates and Influences Effectively
· Highly developed interpersonal and communication skills both written and verbal, including the ability to negotiate and liaise at a high level with senior officers and CEO’s. The ability to prepare reports and manage the output of quality information.
Desirable
· Tertiary qualification in a relevant discipline.

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