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Job Description Form
Senior Ministerial and Parliamentary Support Officer 

Position Details
Position Number:		Generic
Classification:		Level 6 
Award/Agreement:		Public Sector Award and Agreement
Organisational Unit:	Disability / Various
Location:	Perth Metropolitan Area 
Classification Date:	February 2017 
Effective Date:	July 2024

Reporting Relationships
This position reports to:
Ministerial and Parliamentary Support Manager, Level 7; or
Executive Manager, Level 7

Positions under Direct Supervision:
This position has no subordinates.



About the Department 
Communities provides person-centred, place-based support to the most vulnerable members of our Western Australian community. 
We work towards this goal through a range of functions and service delivery responsibilities, all of which are more impactful and effective when we work in partnership with families, communities, community sector services and Aboriginal Community Controlled Organisations (ACCOs).
At Communities, we are privileged to provide services and partner with others to keep children safe; provide vital community services, including in emergencies; address homelessness; prevent family and domestic violence; provide stewardship for the disability sector; regulate the early childhood and care sector; and manage the agenda for Women’s interests, youth, seniors and ageing, carers, and volunteering.
We are on a continuous journey to improve the way we work with our communities and partners across Western Australia. Everything we do is about creating ‘better lives together through people, place and home’ and working together to provide responsive services that build safe, inclusive and empowered communities.
We promote a diverse workforce and embrace a high standard of equal opportunity, health and safety, and ethical practice.
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.

About the Disability Division
The Disability Division develops and delivers policy, programs and services that enhance the inclusion and participation of people with disability in communities across Western Australia. 
The Division works across portfolios and in partnership with key stakeholders locally and nationally to deliver the best outcomes for Western Australians living with disability, their families and carers. 
The Disability Division brings together policy, practice and strategy, to enhance the inclusion and participation of Western Australians with disability by playing a key role in contributing to national disability policy, and provider and practice reforms led by the Australian Government. This includes, but is not limited to, National Disability Insurance Scheme (NDIS) reform. 
As well as guiding the vision of an inclusive Western Australia, the Division is putting it into practice through a significant service delivery stream, including oversight of supported community living, intensive service support services and the disability justice program. 
The Division’s role includes stewardship of many functions, including: 
· NDIS reform (policy and program design, implementation, and oversight) 
· NDIS Bilateral Agreement Negotiations with the Commonwealth 
· Disability Royal Commission (implementation and oversight)
· Authorisation of Restrictive Practices policy implementation 
· Neurodevelopmental Assessment Team
· Legislative reform
· ACROD/Companion Card 
· Disability Access & Inclusion Plans
· Disability Reform Ministers Council (DRMC)
· A West Australian for Everyone – State Disability Strategy 2020-2030

Role Statement 

This position works in a small team under limited direction to undertake complex ministerial and parliamentary activities.


Position Duties and Responsibilities

1.	Ministerial Support 
1.1	Drafts and coordinates the preparation of ministerial and parliamentary products as tasked by the Ministerial and Parliamentary Support Manager with input from relevant line areas, including but not limited to briefing notes, correspondence and parliamentary question responses. 
1.2	Coordinates the Ministerial Liaison function, including document and correspondence tracking to ensure that deadlines are met. 
1.3	Acts as a point of contact for the Office of Disability for general matters.

2.	Advice and Task Management 
2.1	Undertakes research, analyses data and identifies trends in order to provide high-level advice to the Manager relating to improving organisational performance. 
2.2 	Advises and liaises with subject matter experts on the development of timely and quality advice to stakeholders on complex and sensitive issues across the Office of Disability. 
2.3 	Provides quality assurance for ministerial and parliamentary products in liaison with senior staff and stakeholders.

3.	Leadership 
3.1	Develops and delivers training and provides specialist support to staff in relation to ministerial and parliamentary processes and communications as required. 
3.2 	Monitors and reports on the timeliness and quality of responses to ministerial and parliamentary products and identifies problems and formulates solutions. 
3.3 	Maintains and conveys a strong awareness of Office of Disability activities to inform ministerial and parliamentary products.



Corporate Responsibilities

1.	Exhibits accountability, professional integrity and respect consistent with Communities Values, the Code of Conduct, and the public sector Code of Ethics.
2.	Actively participates in the Communities 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.	Extensive experience in the management, coordination and preparation of high-level correspondence.
2. 	High level written communication skills, including the ability to coordinate tasks and prepare clear written material of a complex nature to strict deadlines.
3.	Demonstrated high-level research, evaluation, negotiation and analytical skills, including the ability to identify and develop continuous Improvement practices and initiate and communicate innovative solutions to complex problems.
4.	Highly developed interpersonal skills, including the ability to engage and effectively build relationships with stakeholders including the ability to demonstrate a flexible approach.
5 	Demonstrated ability to prioritise workflows and implement time management 	strategies.

Desirable Work-Related Requirements (Selection Criteria)

1.	Experience in managing a workflow within a ministerial and parliamentary context.
2.	Demonstrated ability to use a broad range of PC applications, including Microsoft Outlook and Office Suite, and to manage databases.
3.	Knowledge of current issues in the disability sector.

Essential Eligibility Requirements / Special Appointment Requirements

1.	Appointment is subject to a satisfactory Criminal Record Check conducted by the Department.
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