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	Classification
	APS6

	Position Title
	Senior Strategy and Policy Officer

	Group
	Corporate Operations Group

	Section
	Corporate Performance, Governance & Integrity

	Reporting Manager 
	Assistant Director, Strategy and Policy

	Location
	All Locations

	Status 
	Full-Time or Part-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.
Corporate Performance, Governance and Integrity:
Corporate Performance, Governance and Integrity is a pivotal section within the Commission and is responsible for establishing, leading, and coordinating a broad range of corporate strategy, governance and integrity functions and activities across the Commission. This includes corporate strategic, performance and business planning, monitoring and reporting, enterprise risk, internal audit, quality assurance, business resilience activities; leadership of the governance and policy secretariat services enabling the Commission’s committees and Advisory Council work programs; and integrity functions including integrity, fraud, corruption and service complaints and investigations, security and AGSVA clearance processes, FOI, privacy management, information and records management services.

[bookmark: _Hlk118104342]Purpose of position:	
This position will play a key role in developing and coordination of the Commission’s governance and policy business processes to support the Corporate Governance Reform.

[bookmark: _Hlk118104389]Key Accountabilities 
· Support coordinated corporate policy development, oversight and uplift across the Commission.
· Manage the team’s SharePoint sites and associated workflows, particularly supporting the use of the committee SharePoint sites, refining as required.
· Identify and lead strategic business improvement and refinement initiatives to support improved governance outcomes.
· Refine and improve internal reporting mechanisms for the team as established in the SharePoint environment. 
· Provide support to the committee secretariat functions including providing secretariat services and guidance on use of the secretariat toolkit.

Key Capabilities 
· Knowledge of obligations under the Public Governance, Performance and Accountability Act 2013 (PGPA Act) and Public Governance, Performance and Accountability Rule 2014 (PGPA Rule). 
· Project / program management skills, including assisting in delivering a series of high-profile, deadline-driven and multifaceted projects within a dynamic, high-pressure environment.  
· Demonstrated experience drafting and reviewing policy or technical documents, including the ability to adapt complex or technical information to be fit-for-purpose for a broad audience.
· Demonstrated experience in critical analysis, data interpretation and conceptual skills with the ability to translate complex information into clear and logical tools and solutions.
· Exceptional problem solving and analysis skills.
· Good time management and organisational skills with the ability to handle multiple tasks simultaneously and manage competing priorities.
· High level of PowerBI and MS Excel proficiency including use of functions, formulas and PowerQuery.
· Highly developed interpersonal skills, including the ability to work productively within a team in a dynamic environment, encourage innovative ideas, build trust, provide support, and foster a positive and supportive team culture. 
· Demonstrated experience in administration, secretariat or governance roles is highly desirable.  

Key Relationships:
Internal: 	Assistant Director, Strategy and Policy 
	Director, Governance and Policy Secretariat

External: 			Department of Health and Ageing

ILS Capabilities:	The APS ILS Framework applies to this position (refer to APS6 Capability Summary link). 
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