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	Classification
	APS5

	Position Title
	Executive Support Officer

	Group
	Regulatory Strategy and Policy (RSP) Group 

	Section
	Executive Unit

	Reporting Manager 
	Executive Officer  

	Location
	Sydney, Melbourne, Brisbane, Canberra, Hobart, Adelaide

	Status 
	Full-Time, Ongoing/Non-ongoing



The Aged Care Quality and Safety Commission (the Commission) was formed on 1 January 2019. The role of the Commission is to protect and enhance the safety, health, wellbeing and quality of life of people receiving aged care.
The Commission is the national end-to-end regulator of aged care services and the primary point of contact for consumers and providers in relation to quality and safety. Our vision is to support a world-class aged care system driven by empowered consumers who enjoy the best possible quality of life.
We aim to build confidence and trust in aged care, empower consumers, promote best practice service provision, promote quality standards and hold providers to account for their performance against the expected standards of care. We seek to promote an aged care system that develops safer systems of care, inculcates a culture of safety and quality, and learns from mistakes, while providing the oversight that can assure the community that aged care services are operating as they should, including working on continuous improvement.
Regulatory Strategy and Policy (RSP) Group:
The Regulatory Strategy and Policy (RSP) Group is a dynamic, committed, and diverse group with a broad range of roles, expertise, and skills, focused on supporting the Commission to deliver on its strategic goals. The group guides and supports regulatory teams to ensure that regulatory practice is lawful, best practice, timely, proportionate, consistent, and accurate, and develops the policy and tools to focus the Commission’s activities on the areas of greatest risk to consumers. Regulatory Strategy and Policy establishes and influences legislation, regulatory reform, policies and procedures, and rules and standards, and provide insights on sector performance to drive a learning system in the delivery of quality care. Drawing inputs from across the Commission, Regulatory Strategy and Policy drives intelligence-led regulation, drawing inputs from across the organisation to improve services and outcomes for those in aged care, and form strategic and research partnerships to develop, inform and enhance sector performance and regulatory practice.

[bookmark: _Hlk118104342]Purpose of position:	
To provide high-quality executive and administrative support to the Regulatory Strategy and Policy (RSP) Executive Unit and RSP Group. This role may also support the broader Sector Capability and Regulatory Strategy Division (SCRSD) as needed. 

[bookmark: _Hlk118104389]Key Accountabilities 
· [bookmark: _Hlk153131091]Managing the administrative processes related to the recruitment and onboarding of staff for RSP in accordance with Commission policies and procedures.
· Managing the administration of staff movement within RSP, including capturing this within our databases and staff reporting tools.
· Undertaking procurement activities required by RSP, with the support of the Executive Officer
· Providing streamlined administrative support to enhance the flow of work within the team and within RSP, including responses to various stakeholders.
· Reviewing existing workflow processes, identifying and creating tools to streamline and bring about efficiencies to the support function of the team.
· Actively participate in project work and operational initiatives to support achievement of Commission priorities. This includes monitoring timelines, tracking process, and following up with stakeholders as required.
· Assisting the Executive Officer in other support functions such as capturing information and data and reporting on this to inform the activities of the team and RSP.
· Coordinating and dispersing information across RSP as required.
· Work constructively with key internal and external stakeholders to achieve outcomes for RSP and the Commission. 
· Providing back-up and rotational support as ESO/EA. Act as a key backup for the Executive Assistant (EA), ensuring seamless continuity of executive support services with the capacity to rotate into the EA position as required. Responsibilities may include managing the Executive Director’s calendar and scheduling meetings, email monitoring and correspondence management, secretariat support and meeting preparation. 
· Representing the Executive Unit and RSP Group in a professional, respectful and courteous manner, developing and enhancing relationships with key internal and external stakeholders








Key Capabilities 
· [bookmark: _Hlk153135939]Demonstrated experience in executive and administration support roles.
· Excellent attention to detail with strong written and verbal communication skills -
· Strong organisational and time management skills, with the ability to manage competing priorities and a diverse workload
· Highly motivated, positive, engaged, flexible and resilient approach.
· Ability to build rapport and maintain internal and external stakeholder relationships with a strong customer service focus. 
· Proactively anticipate needs and priorities and reliably respond to urgent requests.
· Intermediate to advanced skills in MS Office Word, Excel, Outlook, SharePoint and other MS applications.
· Ability to work both independently and productively as part of a small geographically dispersed team. 
· Be an effective representative of the organisation, acting professionally including adhering to APS Values and Code of Conduct. 
Key Relationships:
Internal: 	Executive Officer, Executive Assistant, Executive Director, RSP Group, Executive Assistants across the Commission and all Commission staff as required 

External: 		All relevant stakeholders including vendors/suppliers and other Government Representatives and agencies as required. 

ILS Capabilities:	The APS ILS Framework applies to this position (refer to APS5 Capability Summary link). 
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