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CHIEF EXECUTIVE OFFICER VACANCY

WESTERN AUSTRALIAN PUBLIC SECTOR

APPLICATION AND PROCESS GUIDE

Thank you for your enquiry about the office of Director General. Department of the 
Premier and Cabinet advertised on Friday 21 April 2017 and Saturday 22 April 2017. 
The closing date for receipt of applications is 5pm Western Standard Time on 
Monday 8 May 2017.

The Western Australian Government is an equal opportunity employer. The selection 
process conducted by this office will ensure all applicants are treated fairly and 
equitably and that the most meritorious candidates are nominated as suitable for 
appointment.

Additional information in respect to the office and the selection process is attached to 
assist you in the preparation of your application. Further information on the 
Department of the Premier and Cabinet may be found at https://www.dpc.wa.gov.au 

The successful applicant for the office will become a member of the 
Government of Western Australia’s Senior Executive Service (SES), which includes 
senior managers holding strategic positions within the Western Australian public 
sector. The SES supports Government with a whole-of-government approach to 
critical management issues, and benefits members with opportunities for mobility 
and development through broad participation in Government.  

For a confidential discussion about the office, please contact Mr Mal Wauchope,  
Public Sector Commissioner on (08) 6552 8551. If you require any further 
information about the selection process, please contact the recruitment consultant 
Ms Julie Colvin at Derwent Executive on (08) 9282 5250 or by email to 
jcolvin@derwentexecutive.com.au

https://www.dpc.wa.gov.au
mailto://jcolvin@derwentexecutive.com.au


THE SENIOR EXECUTIVE SERVICE (SES)

Membership of the SES in Western Australia includes Chief Executive Officers 
appointed pursuant to the provisions of the Public Sector Management Act 1994, 
and holders of most senior management positions (usually classified at Level 9 and 
above). These positions have a leadership role within their own agencies and the 
wider public sector.

WORKFORCE DIVERSITY

The Western Australian Government is committed to equal employment opportunity 
and building a skilled, ethical, diverse and knowledgeable workforce.

Applicants are asked to provide demographic information to assist in assessing the  
diversity of the applicant pool and public sector workforce. This information is 
confidential between each applicant and the Public Sector Commissioner. Only 
aggregated data (that cannot identify any one applicant) is considered. 

Should you agree to provide demographic information, please complete the 
Workforce Diversity form and enclose with your application.

YOUR APPLICATION

Public Sector officials are required to demonstrate integrity in all professional 
spheres. Chief Executive Officers as leaders in the public sector must maintain the 
highest levels of integrity in both their professional and private activities. Applicants 
need to be aware that all claims in job applications will be comprehensively tested. 
Any misrepresentation of qualifications or other claims in applications, whatever the 
apparent reason, may be reported to the Corruption and Crime Commission under 
section 28 of the Corruption and Crime Commission Act 2003.

Your application must contain:

• Your resume or curriculum vitae.

• A brief statement demonstrating your ability to meet the competencies for the 
position.

• Photocopies of your qualifications (not originals).

• List of referees.

It is helpful if the application is not bound.



PREPARING AN APPLICATION

Applicants will be assessed on the selection criteria specified in the 
Job Description (attached). A number of techniques will be used during the selection 
process to verify claims made in your application.

Private sector employees are encouraged to apply and will be assessed on the 
ability to meet the competencies outlined in the selection criteria, which does not 
necessarily require direct public sector experience.

It is advisable to demonstrate (either through your resume, curriculum vitae, or 
separate brief statement) your skills, knowledge and experience and your ability to 
meet all the competencies specified relative to the particular functions and objectives 
of the agency.

You may respond to each competency individually, however each response should 
be concise and to the point. As a guide, comments against each specified 
requirement should be restricted to half to one page in length.

SUBMITTING A RESUME OR CURRICULUM VITAE

A resume or curriculum vitae will assist the selection panel in determining whether 
you meet the work-related criteria. A resume or curriculum vitae should include 
relevant qualifications, and a brief work history, which provides a statement about 
your major responsibilities in each position. Information about personal interests may 
also be included but is not essential.

QUALIFICATIONS

Completed academic qualifications are to be listed separately. Photocopies of all 
completed academic qualifications referred to in your application and curriculum 
vitae should be included with your application.

If you obtained qualifications outside Australia you should include evidence of their 
assessment for use and academic standing in Australia. This will be an assessment 
by the National Office of Overseas Skills Recognition or the equivalent state 
government office in the State in which you reside. If the name shown on the 
certificate is different to the name you are now using, you should supply evidence of 
a lawful name change, such as a photocopy of your marriage certificate or registered 
amendment of name through a registry of births, deaths and marriages.

If you are later considered to be a competitive applicant for appointment, you must 
produce a copy of your qualifications to the recruitment consultant prior to your 
interview, if you did not supply a copy with your application. 



If you want to refer to partially completed qualifications you must clearly identify them 
as such and list the units completed.

The recruitment consultant will directly contact the academic institutions referred to 
in the qualifications to confirm their authencity.

PROVIDING REFEREES

Referees should be advised of your intention to nominate them and contact details 
for referees should be current.

Should the panel request that the recruitment consultant contact other people not 
nominated by you, this will be discussed with you prior to contact being made.

CLOSING DATE

Applications called for from the advertising process will not be accepted if they are 
received after the nominated closing date. If you have difficulty providing all the 
information required by the date stated in the advertisement, a letter of intent may be 
lodged by the closing date. As the selection process will proceed promptly, all 
supporting information must be submitted without delay.

LODGING THE APPLICATION

Your application may be submitted electronically to Ms Julie Colvin by email to 
jcolvin@derwentexecutive.com.au

If you have any questions please contact:

Ms Julie Colvin
Derwent Executive 
(08) 9282 5250 

MONITORING YOUR APPLICATION

You will be able to monitor progress of the process by accessing the Public Sector 
Commission website at www.publicsector.wa.gov.au and clicking on ‘News & 
Events’, which will document the critical process dates. 

All applicants will be advised of receipt of their application, the status following 
shortlisting and once the selection process has been completed.

mailto://jcolvin@derwentexecutive.com.au
http://www.publicsector.wa.gov.au


THE SELECTION AND APPOINTMENT PROCESS

The selection and appointment process is as follows:

• A pool of applicants will be established through advertising and/or an 
executive search process. An external recruitment consultant will normally be 
appointed to assist the Commissioner with the recruitment and selection 
process.

• The Commissioner will convene a selection panel to have the claims of 
applicants examined. Selection panels usually consist of between three or 
four senior executives from the public sector, and where appropriate, private 
sector. The examination (which could include various methods of testing) will 
normally include an interview by the selection panel. The most competitive 
applicants against the selection criteria will have the opportunity to respond to 
questions related to the requirements of the office, and provides an 
opportunity for applicants to seek further information from the panel. 

• Following interviews, the recruitment consultant will conduct referee checks, 
verify qualifications and finalise the panel’s selection report. This report is 
forwarded to the Commissioner and includes a recommendation of person(s) 
assessed as suitable for appointment.

• The Commissioner will consider the panel’s report and consult with the 
relevant Minister prior to proposing a recommendation to Cabinet. 

• Following Cabinet approval of the proposed appointment, contract 
arrangements are agreed and the Governor is asked to formally approve the 
appointment at a meeting of Executive Council. A formal announcement of the 
appointment will then be made and applicants will be able to seek feedback 
on their application from the recruitment consultant.



WORKFORCE DIVERSITY

Completion of this form is optional, however it will assist the Public Sector 
Commission in determining the diversity within the applicant pool.

To complete the form click on the relevant box with the computer mouse and insert a 
cross (x) or complete it manually and mail it back with your application.

Male          Female          X (Indeterminate/Intersex/Unspecified)

Aboriginal or Torres Strait Islander

Person with a disability

Cultural and linguistic diverse background

THIS INFORMATION WILL ONLY BE USED IN AN AGGREGATED FORM.  
NO INDIVIDUALS WILL BE IDENTIFIED.

 



Director General

Department of the Premier and 
Cabinet

CERTIFICATION

The details contained in this document are an accurate statement of duties, responsibilities and 
other requirements of this job.

Public Sector Commission

Job Description Form



ORGANISATION OVERVIEW

The Department of the Premier and Cabinet supports the Premier as head of the 
Western Australian Government in two main areas:

1. Administration of Executive Government Services

• Provision of administrative support to the Premier, Ministers, the Leader of the 
Opposition, and Members (and former Members) of Parliament.

• Promotion of Western Australia's interests overseas; management of State 
occasions and official visits; and Constitutional Centre programs.

• Publishing services for Parliament and Government.

2. Government Policy Management

• Policy advice and coordination for the Premier and Cabinet.

• Leadership and coordination of cross-agency solutions to complex policy 
issues.

• Policy research, advice and development through the Land, Approvals and 
Native Title Unit. 

• Management and coordination of input and advice for intergovernmental 
negotiations with the Council of Australian Governments and the Council for 
Australian Federation. 

• Emergency management policy advice.

• Whole-of-government management and coordination of security incidents and 
emergencies.

• Support for the Executive Council, Cabinet and Parliament processes.

The areas that provide these services include:
• Cabinet and Policy Division.
• State Administration and Corporate Support.
• State Law Publisher.
• Constitutional Centre.
• Office of State Security and Emergency Coordination.

More information about the Department can be obtained from 
https://www.dpc.wa.gov.au  

https://www.dpc.wa.gov.au


SCOPE OF ORGANISATION – 2016/17 Budget Estimates

Staff (Full Time Equivalents)          673

    ($‘000)

Total Cost of Services $224,227

Total Assets $  62,343

Total Income $    3,948

Total income from State Government

• Service appropriations  $171,952

• Resources received free of charge $    7,437  

• Royalties for Regions Fund
(Regional Community Services Fund): $    4,059

Surplus/(deficiency) for the period           ($  36,831)



POSITION OVERVIEW

The role of Director General encompasses two levels of responsibility:

1. Whole of Government Level

At this level, the Director General contributes to the development and achievement 
of high level strategic goals for the government. This requires understanding of the 
policy objectives across the whole of government.

Responsibilities at this level will include:

• Coordinating, contributing to, and cooperating with the work of other chief 
executive officers

• Advising the Premier and Portfolio Ministers on policy issues

• Driving the development, implementation and co-ordination of cross-sectoral 
policies, strategies and programmes 

• Playing a lead role in the State’s interaction with the Commonwealth and other 
jurisdictions.

2. Agency Level

At this level, the Director General is responsible for the effective and efficient running 
of the Department of the Premier and Cabinet.

This includes being accountable for:

• Achieving the Department’s strategic and business objectives

• Achieving policy objectives for the Department

• Achieving budget objectives for the Department

• Compliance with legislative requirements.

At both levels, the role of Director General includes representing the interests of 
Western Australia and its people, and effectively promoting the policies, processes 
and objectives of the government as a whole.



Position Detail

The principal functions of the Director General will be to:

• Support the Premier and Cabinet in implementing the Government's strategies 
and policies for Western Australia.

• Deliver desired outcomes and results efficiently across the Government’s 
priorities and key service areas.

• Provision of high-quality, rigorous and timely policy advice to the Premier and 
Ministers. 

• Effective and efficient management and control of policies, procedures, resources 
and the day-to-day operations of the Department of the Premier and Cabinet, 
responsible to the Premier. 

• Provision of advice to and liaison with the Governor, Ministers, and Senior 
Government officials on matters of State administration and policy. 

• Acting as the Premier’s official representative at functions, delegations, 
conferences and meetings as required.

• Ensure sector-wide financial and economic responsibility through the provision of 
effective support to agencies to meet their budget requirements.

• Make decisions in contested environments taking into consideration the interests 
of multiple stakeholders, the future needs of the organisation, financial 
considerations, and the Government’s priorities.



Key Relationships

The employing authority of the Director General is the Public Sector Commissioner. 

The Director General ensures that the strategic goals of the Department of the 
Premier and Cabinet are achieved by fostering and maintaining significant 
consultation, working relationships and networks with:

• The Premier

• Departmental and other Government agency staff

• Relevant Local, State and Commonwealth organisations

• Industry/community/interest groups

• The public and clients

• The media.

EMPLOYMENT CONDITIONS

Remuneration

Remuneration for this position is determined by the Salaries and Allowances 
Tribunal.

Performance Assessment

The position reports to the Premier. There is a requirement that a formal 
performance agreement is approved by the Premier and the Public Sector 
Commissioner.

The agreement will include performance criteria that relate to:

• Contribution to whole of government policy and strategy development.

• Agency outputs and achievement of organisational performance objectives.

• Governance issues such as financial management and adherence to public 
sector standards and relevant legislation.

Performance is reviewed annually by the Premier and the Public Sector 
Commissioner.

Residency Requirements

To be eligible for appointment, applicants must be Australian citizens or have 
permanent residency or must be entitled to remain and work in Australia indefinitely 
(i.e. Special Category Visa for New Zealand citizens).



Term of Appointment

A contract for a term of up to five (5) years will be negotiated with the successful 
applicant.

In accordance with the Public Sector Management Act 1994, the successful 
applicant may be appointed for a term of up to five years. Upon expiry of the 
contract, there may be an option for reappointment.

Other

Refer to Attachment 1 for additional information regarding leave, allowances and 
remuneration.



SELECTION CRITERIA

Shapes and Manages Strategy

The ability to inspire a sense of purpose and direction while championing the 
Department’s visions and goals.

Superior ability to think, act and focus strategically while understanding the 
Department’s current and future role in providing services to the community and 
government.

The ability to harness information and opportunities, recognise opportunities offered 
through whole of government approaches, and capitalise on innovative alternatives 
to resolve complex problems.

You will possess a high level understanding of financial management and have a 
demonstrated track record of responsible and effective decision making.

Achieves Results

Demonstrated ability to deliver intended results through a range of ways, including 
building organisational skill and responsiveness.

The ability to lead and implement change, manage uncertainty, and maintain 
flexibility and open communication channels.  

Builds Productive Relationships

A proven record of building, nurturing and sustaining internal and external 
relationships, including developing an effective working relationship with key 
stakeholders (e.g. Ministers, public sector leaders, outsourced contractors, leaders 
of commerce and industry, community groups etc).

The ability to embrace individual differences and capitalise on the benefits that can 
be gained from diversity and harnessing different points of view.

Exemplifies Personal Integrity and Self-Awareness

Demonstrated ability to act decisively and with impeccable personal integrity, 
honesty and high ethical standards.

Exhibit a personal commitment to professional development.



Communicates and Influences Effectively

Superior communication skills including strong public relations and media skills so as 
to effectively represent the Department and promote an understanding of its policies, 
processes and objectives.

The ability to listen, understand and adapt communication styles to meet a range of 
audiences.

The ability to negotiate persuasively, presenting a convincing and balanced rationale 
while focusing on achievement of desired objectives and outcomes.

Note:
When addressing the above selection criteria, you may wish to include, without 
addressing separately, evidence of the following in any claims:

• Tertiary / Professional qualifications



ATTACHMENT 1

MATTERS RELATING TO THE OFFICE OF DIRECTOR GENERAL, 
DEPARTMENT OF PREMIER AND CABINET

Term of Appointment

An appointment of up to five years will be negotiated with the person recommended 
for appointment to the office. Options for reappointment exist subject to satisfactory 
performance.

Leave and Allowances

The person appointed to the office will be entitled to leave in accordance with the 
provisions of the Public Service Award 1992 and the Public Service and Government 
Officers General Agreement 2014.  

Summary of Paid Leave Entitlements:

• Public Holidays – 10 State public holidays each year and 2 days in lieu of Public 
Service holidays.

• Annual Leave – 4 weeks per annum (cumulative)

• Personal Leave (incorporates sick, carers and short leave) 
112.5  hours (per annum, of which 97.5 hours are cumulative).  

• Long Service Leave – 13 weeks after 7 years continuous service.

• Parental Leave  – 14 weeks for the primary care giver after 12 months 
continuous service.

• Witness and Jury Service Leave

Remuneration

Remuneration is determined by the Salaries and Allowances Tribunal.  

An attractive remuneration package comprising cash salary, employer contribution to 
superannuation and a fully maintained motor vehicle will be offered, subject to a 
determination of the final value being made by the Salaries and Allowances Tribunal.  


