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Position:	Assistant Director, National Case Coordination, EL1
Location:	Any capital city
Reporting to:	Director, National Case Coordination
  
National Case Coordination has four key objectives:
1. To manage and implement a framework for identifying and managing high-risk approved providers where risk of harm to consumers is not being mitigated by business-as-usual regulatory activities. 
2. To drive and support Executive Director engagement with approved providers on a proactive and reactive basis. 
3. To support the Commission’s response to high risk and contentious matters through a case coordination function.
4. To evidence a line of sight to risk and emerging issues in each jurisdiction, and across the regulatory functions of the Commission. 

Purpose of position:	
· The purpose of this position is to effectively lead a small team and support the Director to deliver the team’s key objectives.  
· The Assistant Director is responsible for implementing a framework overseeing the highest risk providers.  This includes facilitating information sharing across the Commission, as well as consolidating and analysing information and intelligence to mitigate and manage risk to consumers.
· This position involves a high level of stakeholder management, negotiation and facilitation, to ensure internal and external stakeholders coordinate and work together to determine the best regulatory response and engagement. 
· The position also involves contributions to a number of policy and procedural frameworks to support the Commission to achieve its operational and strategic objectives.

Essential requirements: 
· Strong leadership and managerial skills, including proven ability to build staff capability and manage staff through change. 
· Ability to focus strategically and support the Director to deliver the team’s key objectives. 
· Ability to drive continuous improvement through supporting stakeholders to identify, develop and refine business processes.
· Ability to take personal responsibility for meeting objectives and delivering exceptional quality work. 
· Demonstrated analytical and problem-solving skills, including the ability to gather regulatory information and intelligence, assess and manage risk, make impartial recommendations and use specialist advice when needed.
· Ability to oversee the delivery of secretariat functions to regional inter-agency meetings including reporting to the Executive Level Group on tactical, operational, and strategic information.
· Exemplary written and oral communication skills with ability to adapt communication to the audience.  
· Demonstrated ability to cultivate and nurture effective relationships across the Commission and with other agencies, at all levels, to facilitate the sharing of regulatory information to inform the key functions of the team, Group and Commission. 
· Capacity to work in a busy environment, with competing priorities and ability to effectively manage and prioritise workload amongst the team to deliver agreed outcomes.
· Model behaviours consistent with the team culture of inclusivity, respect, fairness, resilience, commitment and kindness.
· Adhere to the APS Values and Code of Conduct.
· Represent the Commission with credibility and professionalism.

Desirable qualifications or experience: 
· Understanding of the Australian Aged Care System
· Experience of working in a regulatory environment 

Risk Accountabilities: 
· Identifying, recording and analysing information in regard to risk to inform tactical, operational and strategic intelligence. 
· Ensuring data is cleansed and entered into risk registers so that potential and known risk can be escalated and reported on.  
· Assist in regular data reviews to identify patterns, trends and insights into identified risks with the intention to inform future risk and decision making. 

Financial Accountabilities: 
· Support the Director with procurement and budgeting activities. 
 
People Accountabilities: 
· Provide strong and accountable leadership, direction and support to the Senior Case Coordination Officer and Case Coordination Officer.  
· Provide training and mentorship to all staff within the team.  
 
Key Relationships:
Internal: Colleagues within the Compliance Management Group, Quality Assessment and Monitoring Group, Regulatory Policy and Intelligence Group, Intake and Complaints Resolution Group, Approvals and Serious Incident Notifications, Governance and Risk, Legal Services, Reviews and Reconsiderations, Clinical Unit and Restrictive Practises. 
External: Department of Health and Aged Care and at times, Approved Providers.

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

	Capability 
	Description
	Behaviour Indicators

	Shapes strategic thinking
	Inspires a sense of purpose and direction
	Provides direction to others regarding the purpose and importance of their work. Illustrates the relationship between operational tasks and organisational goals. Sets work tasks that align with the strategic objectives and communicates expected outcomes.

	
	Focuses strategically
	Understands the organisation's objectives and aligns operational activities accordingly. Considers the ramifications of issues and longer-term impact of own work and work area.

	
	Harnesses Information and Opportunities
	Gathers and investigates information from a variety of sources, and explores new ideas and different viewpoints. Probes information and identifies any critical gaps. Maintains an awareness of the organisation, monitors the context in which the organisation operates and finds out about best practice
approaches.

	
	Shows Judgement, intelligence and common sense
	Undertakes objective, systematic analysis and draws accurate conclusions based on evidence. Recognises the links between interconnected issues. Breaks through problems and weighs up the options to identify solutions. Explores possibilities and innovative alternatives.


	Achieves results
	Builds organisational capability and responsiveness
	Reviews project performance and focuses on identifying opportunities for continuous improvement. Identifies key talent to support performance. Remains flexible and responsive to changes in requirements.


	
	Marshals professional expertise
	Values specialist expertise and capitalises on the expert knowledge and skills of others. Contributes own expertise to achieve outcomes for the business unit.


	
	Steers and implements change and deals with uncertainty
	Establishes clear plans and timeframes for project implementation and outlines specific activities. Responds in a positive and flexible manner to change and uncertainty. Shares information with others and assists them to adapt.


	
	Ensures closure and delivers on intended results
	Sees projects through to completion. Monitors project progress and adjusts plans as required. Commits to achieving quality outcomes and ensures documentation procedures are maintained. Seeks feedback from stakeholders to gauge satisfaction.

	Cultivates productive working relationships
	Nurtures internal and external relationships
	Builds and sustains relationships with a network of key people internally and externally. Proactively offers assistance for a mutually beneficial relationship. Anticipates and is responsive to internal and external client needs.


	
	Facilitates cooperation and partnerships
	Involves people, encourages them and recognises their contribution. Consults and shares information and ensures others are kept informed of issues. Works collaboratively and operates as an effective team member.


	
	Values individual differences and diversity
	Recognises the positive benefits that can be gained from diversity and encourages the exploration of diverse views. Harnesses understanding of differences to enhance interactions. Recognises the different working styles of individuals, and tries to see things from different perspectives.


	
	Guides, mentors and develops people
	Identifies learning opportunities for others and empowers them by delegating tasks. Agrees clear performance standards and gives timely praise and recognition. Makes time for people and offers full support when required. Delivers constructive, objective feedback in a manner that gains acceptance and achieves resolution. Deals with under-performance promptly.


	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. Acts professionally and impartially at all times and operates within the boundaries of organisational processes and legal and public policy constraints. Operates as an effective representative of the organisation in public
and internal forums.

	
	Engages with risk and shows personal courage
	Provides impartial and forthright advice. Challenges important issues constructively, and stands by own position when challenged. Acknowledges mistakes and learns from them, and seeks guidance and advice when required.

	
	Commits to action
	Takes personal responsibility for meeting objectives and progressing work. Shows initiative and proactively steps in and does what is required. Commits energy and drive to see that goals are achieved.

	
	Displays resilience
	Persists and focuses on achieving objectives even in difficult circumstances. Remains positive and responds to pressure in a controlled manner. Continues to move forward despite criticism or setbacks.


	
	Demonstrates self-awareness and a commitment to personal development.
	Self-evaluates performance and seeks feedback from others. Communicates and acts on strengths and development needs. Reflects on own behaviour and recognises the impact on others. Shows strong commitment to learning and self-development, and accepts challenging new opportunities.


	Communicates with influence 
	Communicates clearly
	Confidently presents messages in a clear, concise and articulate manner. Focuses on key points and uses appropriate, unambiguous language. Selects the most appropriate medium for conveying information and structures written and oral communication to ensure clarity.


	
	Listens, understands and adapts to audience
	Seeks to understand the audience and tailors communication style and message accordingly. Listens carefully to others and checks to ensure their views have been understood. Checks own understanding of others' comments and does not allow misunderstandings to linger.


	
	Negotiates persuasively
	Approaches negotiations with a strong grasp of the key issues, having prepared in advance. Understands the desired objectives and associated strengths and weaknesses. Anticipates the position of the other party, and frames arguments accordingly. Encourages the support of relevant stakeholders. Strives
to achieve an outcome that delivers benefits for both parties.
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