[image: ]POSITION DESCRIPTION      


[bookmark: _GoBack]Position:	Assistant Director, Operational Policy and Support, EL1
Location:	Parramatta/Sydney NSW, Melbourne VIC, Brisbane QLD, Canberra ACT, 
	Perth WA or Adelaide SA
Reporting to:	Director EL2, Operational Policy and Support
Purpose of position:	To support delivery of the Commission’s work in applying policy and regulatory functions to ensure that: best practice, quality assurance and continuous improvement is implemented into decision making processes; learnings are translated into regulation and policy development; and operational areas are supported to promote quality and safety in aged care services. 
[bookmark: _Hlk62248414]As a section of the Regulatory Policy and Intelligence Group, Operational Policy and Support contribute to the Commission’s strategic purpose to protect and enhance the safety, health, well-being and quality of life of people receiving aged care by developing and providing advice and support on whole of Commission and function specific policy, guidance and tools that drives how we work and explains how to apply broad policy within all operational environments. 

Key Accountabilities:

· Develop and maintain whole of Commission and function-specific policy, guidance and tools to assist operational areas in applying policy to their work.
· Provide operational policy and decision support on complex cases, contentious issues or ambiguous policy.
· Lead the design and delivery of projects to support the operational areas and regulatory functions of the Commission. 
· Develop and maintain the Commission’s operational quality assurance framework for all regulatory functions; includes driving consistency as a form of quality assurance.
· Monitor and drive the implementation of improvements relating to regulatory functions, to ensure national consistency in decision making and case management. 
· Identify and respond appropriately to risk.
· Work constructively with internal stakeholders and provide subject matter inputs to other areas of the Commission. 
· Provide leadership and build the capacity of staff to undertake their roles efficiently and professionally and to meet expected standards of service and quality.
· Management responsibility for APS4 – APS6 staff 
· Adhere to the APS Values and Code of Conduct.




Key Relationships:

Internal: 	
· Operational Policy and Support Officers
· Director Operational Policy and Support
· Executive Director Regulatory Policy and Intelligence
· Regulatory Policy and Intelligence group colleagues
· Commissioner 
· Regional offices 
· Other Commission branches

External:
· [bookmark: _Hlk51578500]Department of Health and other Government agencies 
· External stakeholders relevant to policy work, including aged care sector and service provider representatives 
					
Financial Accountabilities: May manage financial documentation and contracts for approval, dependent upon value.

People Accountabilities: Management responsibility for APS4 – APS6 staff	


Essential Requirements:  

· Experience leading effective teams - including work, engagement, wellbeing and performance management.
· Ability to use judgement and to analyse complex information to understand and apply legislation.
· Expert knowledge and understanding of the development of sound policy and guidance or ability to acquire quickly. 
· Ability to build organisational capacity and responsiveness, including the engagement with relevant internal stakeholders to ensure the timely delivery of policy and operational guidance.
· Demonstrated experience in leading projects. Experience delivering projects that involve providers, consultants and contractors is desired but not necessary.
· Excellent ability to use clear and influential communication skills to develop productive working relationships with internal and external stakeholders 

Desirable Qualifications/Experience
· Understanding of the Australian aged care system 
· Experience of working in a regulatory environment





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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