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OFFICIAL

Job Description
Regulation Officer
Level 5
	Position Number:    00036127			              FTE:	        1.0        
Directorate:              Office of the Director General           Branch:      Training Accreditation Council Secretariat
Location:                  West Perth		              Position Status:  Permanent
Agreement/Award:	Public Service Award 1992
                                  Public Sector CSA Agreement 2024 or as replaced


	Reporting Relationships
Reports to:
Manager Regulation, Level 7

Other officers reporting to the above office:
Senior Regulation Officer, Level 6 (x2)
Regulation Officer, Level 5 (x3)

This Office – officers under direct responsibility:
No direct reports


	[bookmark: _Hlk193449462]Key Role Statement  
The Regulation Officer is part of a team that ensures the application of the Council’s regulation and accreditation functions including the registration of training providers, regulatory responses and accreditation of courses. This position provides efficient, client focused regulatory services to training providers and accredited course proponents.  


	Key Responsibilities
· Supports the Manager Regulation in ensuring the functions are undertaken in accordance with the Vocational Education and Training Act 1996, the Registration Standards 2025 and the Standards for VET Regulators 2015.
· Case manages and regulates training providers, monitoring compliance with regulatory requirements and the Standards.
· Contributes to the development, review and improvement of policy and procedures.
· Undertakes risk assessments that ensure regulatory responses are consistent and in line with agreed principles.
· Maintains and implements systems and processes to meet requirements such as accountability, reporting and compliance at State and national levels.
· Develops and maintains working relationships with key stakeholders including RTOs, course proponents, industry, other Government agencies, industry and training regulators. 
· Undertakes industry engagement activities with key stakeholders.
· Provides advice on the operation of, and improvement to, information and communication technologies.
· Provides advice and presentations on the requirements and interpretation of the Standards.
· Contributes to a positive, inclusive and respectful workplace culture.

Expected Leadership Behaviours  
The role occupant is expected to consciously adopt the behaviours and mindsets aligned to the position’s Personal Leadership context. The following outlines the key leadership behaviours in action pertinent to this position. 

· [bookmark: _Hlk213247515]Think through complexity - You think through complexity by following set procedures and applying your knowledge, skills and experience to identify problems as they arise. You know where to find relevant information and use a common sense approach to research and analysis, and make evidence based recommendations. You are accountable and take responsibility for your decisions and actions.
· Dynamically sense the environment - You adjust priorities and pace with guidance when necessary to ensure you contribute to delivering value for your team.  You seek to understand issues and problems before reacting and discuss them thoughtfully with your team. 
· Deliver on high leverage areas - You reschedule and reprioritise your work on a daily basis with guidance if necessary, to reflect changes in your team environment.  Under the supervision of your manager, you work to meet specified timelines and priorities, completing your work to a high standard. You take responsibility for managing your work to achieve results, keeping others informed of your progress.

Selection Criteria
Essential 
· Knowledge and experience in the delivery of regulatory legislation and processes.
· Ability to work effectively within a team and contribute to the delivery of client focused services.
· Ability to interpret and apply legislation and policy.
· Well developed written, oral and interpersonal skills.
· Experience undertaking research and investigations.

Other Requirements
· May be required to work from any Department worksite.   

	Values
Our values reflect the way we go about our work with our partners, stakeholders and each other.
· We find solutions, deliver and do things well. 
· We have integrity and courage. 
· We respect, trust and care for each other. 
· We know diversity makes us stronger



_______________________________________________________________________________________
CERTIFICATION
The details contained in this document are an accurate statement of the position’s responsibilities and requirements.

Branch Director:					

Name:		Lisa Barron	             Position:	Director Training Regulation


Delegated Authority:

Name:		Jodie Wallace		Position:	Director General
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Transforming lives and communities, and enabling a thriving economy




