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Job Description Form – Manager Risk and Business Continuity 
	Position number:
	16379 
	Classification:
	Level 7

	Division:
	Capability and Performance 
	Branch/section:
	Governance & Risk / Strategy & Performance Accountability  

	Reports to:
	15642 – Director Governance and Risk
	Direct reports:
	16005 – Senior Risk Officer 


Position details

Position purpose
The Manager Risk and Business Continuity is responsible for the development and implementation of the Department of Creative Industries, Tourism and Sport (CITS) Risk Management Framework and coordinating the business continuity program. This position works across CITS to assist directorates in implementing strategies to increase the resilience of the organisation through the identification and management of risks, and planning for business continuance in the event of business disruption incidents. 
Context 
Strategy and Performance Accountability lead the development of organisational capability across the following functions:    
· corporate governance and audit  
· strategic policy coordination  
· strategy and transformation (which includes project management and business improvement).    
It works collaboratively with partners across Department of Creative Industries, Tourism and Sport and government to deliver shared outcomes and benefits for our stakeholders
Responsibilities 
Leads the development, implementation, management and periodic review of the Risk Management Framework, including the associated policy, procedure and tools, to ensure compliance with Treasurer’s Instructions and Australian Standard ISO 31000 Risk Management – Guidelines. 
Leads the establishment and maintenance of the Business Continuity Framework in line with ISO 22301 Security and resilience. Supports directorates in the development and maintenance of their business continuity and disaster response plans to build organisational resilience. 
Coordinates the establishment, maintenance and reporting of the DLGSC strategic risk register. 
Provides specialist advice, training and support to Corporate Executive, managers and business areas regarding the identification and management of risk and business continuity practices, and the adequacy of associated controls and treatments. 
Provides reports to the Director General, Corporate Executive, Audit and Risk Committee and other key stakeholders on risk management and business continuity trends, activities, and outcomes to support decision making. 
Builds organisational risk maturity and capabilities through the development of risk culture building strategies, internal communications and information sharing strategies. 
Oversees the risk management system and provides support and training to users.  
Maintains contemporary knowledge and awareness of emerging trends associated with risk management and business continuity strategies and frameworks
Adheres to Occupational Safety and Health, Equal Opportunity and other legislative requirements in accordance with the parameters of the position. 
Demonstrate the Expected Behaviours of the leadership context for this role listed below. 
Perform any other duties as assigned or necessary to support the objectives of CITS. 

Selection criteria
This section outlines the necessary minimum requirements, in relation to the knowledge, skills, experience and qualifications required to perform the duties of the position. These criteria can be assessed against any stage of the recruitment process. Applicants should demonstrate their capacity to meet the following criteria which should be read in conjunction with the specific responsibilities of this role.
Essential
1. Experience in enterprise-level risk management including leading the development and implementation of risk management processes in a large and complex organisation.  
2. Knowledge of risk management principles and methodologies and the application of these in a large and complex organisation. 
3. Experience in, or demonstrated knowledge of, implementing business continuity practices in a large and complex organisation. 
4. Highly developed analytical and problem-solving skills and a capability to provide critical analysis of proposals and solutions to complex problems.  
5. Well-developed workplace written communication skills including well organised and written reports for senior management and external stakeholders. 
6. Excellent interpersonal, facilitation and consultative skills with the ability to adapt communication to accommodate audience diversity. Presents, negotiates and influences with confidence at senior levels and with external stakeholders. 

Desirable
1. Possession of or progression towards a relevant tertiary level qualification. 
2. Membership of the Risk Management Institute of Australasia, or similar professional body. 

Leadership expectations
We believe all our people are leaders irrespective of their role. We consider this as critical to our success and, to support this, we have adopted Leadership Expectations which provides a common understanding of the mindsets and expected behaviours required of all our employees and the public sector. 
This role falls under the Leading Others context.  






Pre-employment requirements
All department positions require a current Criminal History Check (National Police Certificate or equivalent) and 100-point Identification Check prior to commencement.

Special Conditions
      Ability and willingness to undertake travel for business needs 

	Registration date
	15 September 2025





Lead collectively 


Seek and build key relationships, work together and focus on the greater good.


Think through complexity 


Think critically, work with ambiguity and uncertainty, assess solutions and impacts, and take calculated risks.


Dynamically sense 
the environment 


Be in tune with the political, social and environmental trends that impact the work; understand and recognise the needs of others and leverage relationships for desired outcomes.


Deliver on high 
leverage areas 


Identify priorities, pursue objectives with tenacity and display resilience in the face of challenges.


Build capability 


Proactively develop others; share learning to promote efficiency and effectiveness; and champion diversity and inclusion.


Embody the spirit 
of public service 


Display empathy, compassion, humility and integrity, and a genuine passion for the work; demonstrate a responsibility to Western Australians; and work in the interests of the public good.


Lead adaptively 


Continuously seek to understand personal strengths and areas for improvement, be adaptive to change and adjust leadership style in different contexts.
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