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Position:	Privacy Officer, EL1

Location:	Sydney, Melbourne, Brisbane, Adelaide, Perth, Canberra, Hobart
Reporting to:	Viki Press
  Purpose of position:	The purpose of this position is to be the first point of contact for advice on privacy matters within the Commission.  Coordination of a range of functions to help the Commission comply with the Australian Government Agencies Privacy Code.

Key Accountabilities:
· Develop and review the Commission’s privacy policy and framework;
· Develop and deliver privacy training and awareness for Commission staff;
· Provide internal privacy advice about a range of matters, including on the development of new initiatives that have a potential privacy impact; the general application of privacy law to the Commission’s activities; what to consider when deciding whether to carry out a Privacy Impact Assessment; what safeguards to apply to mitigate any risks to the privacy of individuals;
· Liaise with the Office of the Australian Information Commissioner;
· Co-ordinate the handling of internal and external privacy enquiries, privacy complaints, and requests for access to, and correction of, personal information;
· Maintain a record of the Commission’s personal information holdings;
· Assist with the preparation of Privacy Impact Assessments;
· Measure and document the Commission’s performance against its privacy management plan.

Key Relationships:

Internal: Executive Leadership Group, Corporate Services Group 					
External: Office of the Australian Information Commissioner					
Location:				
Financial Accountabilities:
People Accountabilities:	Nil	
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Essential Requirements: 



· Excellent knowledge and understanding of requirements of the Privacy Act 1988, the Australian Privacy Principles, notifiable Data Breaches Scheme and the Australian Government Agencies Privacy Code;
· An understanding of any other legislation that governs the way the Commission handles personal information, including the Aged Care Quality and Safety Commission Act 2018;
· Persuasive written and verbal communication skills, to communicate with a wide range of stakeholders, including senior executives, staff from other business areas and the OAIC;
· Strong leadership, stakeholder management and negotiation skills;
· Strong collaboration ability;
· Excellent interpersonal, oral and written communication skills.



Capabilities for the role:	The APS ILS Framework applies to this position. 

Capability Summary 

	Capability 
	Description
	Behaviour Indicators

	Supports Strategic Direction
	Inspires a sense of purpose and direction
	Translates the strategy into operational goals and creates a shared sense of purpose within the business unit.

	
	Focuses strategically
	Understands the organisation's objectives and links between the business unit, organisation and the whole of government agenda.

	
	Harnesses Information and Opportunities
	Gathers and investigates information from a variety of sources, and explores new ideas and different viewpoints.

	
	Shows Judgement, Intelligence and common sense
	Undertakes objective, critical analysis and distils the core issues. Presents logical arguments and draws accurate conclusions.

	Achieves Results
	Builds organisational capability and responsiveness
	Evaluates ongoing project performance and identifies critical success factors. Instigates continuous improvement activities.

	
	Marshals professional expertise
	Values specialist expertise and capitalises on the knowledge within the organisation as well as consulting externally as appropriate

	
	Steers and implements change and deals with uncertainty
	Responds in a positive and flexible manner to change and uncertainty

	
	Ensures closures and delivers on intended results
	Monitors progress and identifies risks that may impact on outcomes. Adjusts plans as required

	Cultivates productive working relationships
	Nurtures internal and external relationships
	Builds and sustains relationships with a network of key people internally and externally

	
	Facilitates cooperation and partnerships
	Fosters teamwork and rewards cooperative and collaborative behaviour. Resolves conflict using appropriate strategies.

	
	Values individual differences and diversity
	Recognises the positive benefits that can be gained from diversity and encourages the exploration of diverse views.

	
	Guides, mentors and develops people
	Encourages and motivates people to engage in continuous learning, and empowers them by delegating tasks

	Exemplifies personal drive and Integrity
	Demonstrates public service professionalism and probity
	Adopts a principled approach and adheres to the APS Values and Code of Conduct.

	
	Engages with risk and shows personal courage
	Provides impartial and forthright advice.

	
	Commits to action
	Takes personal responsibility for meeting objectives and progressing work

	
	Displays resilience
	Persists and focuses on achieving objectives even in difficult circumstances

	
	Demonstrates self-awareness and a commitment to personal development.
	Confidently communicates strengths and acknowledges development needs

	Communicates with influence 
	Communicates clearly
	Confidently presents messages in a clear, concise and articulate manner.

	
	Listens, understands and adapts to audience
	Seeks to understand the audience and tailors communication style and message accordingly

	
	Negotiates persuasively
	Anticipates the position of the other party, and adapts approach accordingly
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