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Job Description Form
Planning Project Coordinator (Business Analyst)

Position Details
Position Number:		015899 
Classification:		Level 5
Award/Agreement:	Public Sector Award and Agreement
Organisational Unit:	Housing Policy and Development / Portfolio and Asset Services / Remote Aboriginal Housing / Planning and Program
Location:	Perth Metropolitan Area 
Classification Date:	
Effective Date:	March 2026


Reporting Relationships

This position reports to:
Principal Project Manager - Data, 015559, Level 7

Positions under Direct Supervision:
This position has no subordinates.

Role Statement 
This position is responsible for assisting in the achievement of Branch program and project objectives for remote Aboriginal Housing. The role is responsible for: 
· supporting the activities of Remote Aboriginal Housing in the planning of capital works programs;
· assisting the Principal Project Manager to develop project statements, strategic plans and action plans to facilitate the management and implementation of programs and project/s, and 
· assisting with the maintenance and tracking of key projects using project management tools.
The role works in conjunction with the Principal Project Manager and the Data Analyst to engage with key stakeholders; lead data extraction, data and business modelling and analysis activities; research, identify, develop and implementing business improvement strategies; design forecasting methodologies for future funding bids and make significant contribution to business case development; and creating and developing capital works costings, scheduling and risk management.

Position Duties and Responsibilities
1.	Project Manager
1.1	Undertakes project/s to investigate issues and/or develop and implement initiatives at a Branch, Portfolio or Agency Level.
1.2	Develops broad project statements, strategies and business plans to assist in the identification of business requirements and the facilitation, definition, and gap analysis of the project’s Scope of Works.
1.3	Undertakes and / or coordinates and supervises the investigation, collation, analysis and evaluation of reasonably complex issues, policies, practices and / or procedures to identify relevant factors and provide recommendations for further consideration or action.
1.4	Assists with the financial tracking, issues and risks reporting, scheduling, and reporting of the project.
1.5	Monitors the progress of project/s, prepares progress briefings and provides options to the Manager to ensure that performance indicators and milestones are met.
1.6	Liaises and negotiates, with limited authority, with consultants, external agencies and department personnel at all levels as required.
1.7	Facilitates workshops and seminars as required within the project management activities.
1.8	Produces corporate reports and recommendations based on project outcomes.
1.9	Develops and coordinates methods to evaluate the effectiveness of implemented initiatives.
1.10	Coordinates and monitors the implementation and / or evaluation of project outcomes, including conducting information and / or training sessions, as directed.
1.11	Assists with the preparation of briefing notes and responses to Ministerial and Parliamentary enquiries. 

2.	Data Governance & Reporting
2.1	Participates in the planning of remote Community Housing programs and projects, including research and the analysis of housing and land data and technical gap analysis reports.
2.2	Reviews housing and land data framework maturity and identifies opportunities for improvement, continuously.
2.3	Undertakes research and analysis to identify and recommend options to meet Business needs and to resolve problems.
2.4	Engages with key Stakeholders to understand current Business processes and reporting requirements.
2.5	Contributes to and coordinates the development and implementation of strategies, standards and initiatives to support the ongoing improvement of business project and procurement processes and procedures.
2.6	Coordinates the development and implementation of mechanisms to ensure comprehensive, accurate, appropriate, and timely data collection.
2.7	Implements processes and procedures to mitigate the risk of incorrect and inconsistent data used in the planning of projects and programs.
2.8	Assists in the development and management of core business solutions in existing systems.
2.9	Liaises, consults and negotiates with internal and external Stakeholders on the development and implementation of System and Business improvement.



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)

1.	Well-developed skills in business analysis and project control activities, including the ability to identify timeframes for projects and the resources required to complete tasks and plan contingencies and monitor budgets.
2.	Demonstrated organisational and planning skills.
3.	High level interpersonal, written and oral communication skills, including facilitation and presentation skills.
4.	Demonstrated ability and experience in working in an autonomous manner within a Team environment.
5.	Demonstrated research, analytical and problem-solving skills. 

Desirable Work-Related Requirements (Selection Criteria)

1.	An understanding of Aboriginal culture and issues

Essential Eligibility Requirements / Special Appointment Requirements

1.	Appointment is subject to a satisfactory Criminal Record Check conducted by the Department.
2.	Ability to travel to regional or remote locations, including by light aircraft, and to stay overnight or for short periods. 
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