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	Cluster
	Planning and Environment

	Agency
	Office of Environment and Heritage

	Division/Branch/Unit
	Conservation and Regional Delivery

	Location
	Various

	Classification/Grade/Band
	Environmental Officer Class 8

	Role Number
	Generic

	ANZSCO Code
	511112

	PCAT Code
	1227212

	Date of Approval
	November 2018

	Agency Website
	www.environment.nsw.gov.au 


Agency overview

The NSW Office of Environment and Heritage (OEH) aims to enrich life in NSW by helping the community to conserve and enjoy our environment and heritage. For more information go to www.environment.nsw.gov.au. 
Primary purpose of the role

The Project Officer performs project management and support activities to contribute to the development and delivery of a range of projects in line with established objectives. The Project Officer also assists with the evaluation and development of operational processes, guidelines, procedures and supporting materials to support the business.
Key accountabilities
· Provide a range of project management and support services, including preparation of reports and briefs, coordinating resources, maintaining project documentation and implementing and monitoring project plans, to ensure project outcomes are achieved on time, on budget, to quality standards and within agreed scope, in line with established agency project management methodology.
· Prepare and maintain project documentation for reporting, monitoring and evaluation purposes to ensure accessibility of quality information and contribute to the achievement of project outcomes.
· Communicate with key stakeholders and coordinate working groups, committees and consultations to facilitate exchange of information and support project completion in line with project plans.
· Source, collate and compile data and information to identify emerging issues and track and report on project progress against established milestones and deliverables.
· Undertake research and analysis, identifying trends and preparing project briefs, to support informed decision-making and planning.
· Conduct research to inform design and development and identify changes in the operational context and recommend actions to address and adapt programs. 

· Assist in the implementation and training of updated procedures etc.
Key challenges

· Delivering a range of project management and support services, given tight deadlines, limited resources and the need to manage competing priorities
Key relationships
	Who
	       Why

	Internal
	

	Manager
	· Provide advice and contribute to decision making regarding projects and issues
· Escalate issues and propose solutions
· Receive guidance and provide regular updates on projects, issues and priorities

	Stakeholders
	· Develop and maintain effective relationships and open channels of communication
· Facilitate stakeholder agreement to implement practices

· Exchange information and respond to enquiries

	External
	

	Stakeholders
	· Develop and maintain effective relationships and open channels of communication
· Facilitate stakeholder agreement to implement practices

· Exchange information and respond to enquiries


Role dimensions
Decision making

The role is expected to operate with some level of autonomy, makes day to day decisions relating to work priorities and workload management. The role is accountable for the quality, integrity and accuracy of content of advice provided.

Reporting line

The role reports to the allocated Supervisor/Manager.

Direct reports

Nil

Budget/Expenditure

As per allocated budget
Essential requirements
Proven project management skills including the demonstrated ability to deliver agreed outcomes, and demonstrated time management and organizational skills, with proven ability to prioritise competing demands.
Capabilities for the role

The NSW Public Sector Capability Framework applies to all NSW public sector employees. The Capability Framework is available at www.psc.nsw.gov.au/capabilityframework
Capability summary

Below is the full list of capabilities and the level required for this role. The capabilities in bold are the focus capabilities for this role. Refer to the next section for further information about the focus capabilities.
	NSW Public Sector Capability Framework

	Capability Group
	Capability Name
	Level

	[image: image1.jpg]Atributes




	Display Resilience and Courage
	Intermediate

	
	Act with Integrity
	Intermediate

	
	Manage Self
	Adept

	
	Value Diversity
	Foundational
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	Communicate Effectively
	Adept

	
	Commit to Customer Service
	Intermediate

	
	Work Collaboratively
	Intermediate

	
	Influence and Negotiate
	Intermediate
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	Deliver Results
	Intermediate

	
	Plan and Prioritise
	Adept

	
	Think and Solve Problems
	Intermediate

	
	Demonstrate Accountability
	Intermediate
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	Finance
	Foundational

	
	Technology
	Foundational

	
	Procurement and Contract Management
	Intermediate

	
	Project Management
	Adept


Focus capabilities

The focus capabilities for the role are the capabilities in which occupants must demonstrate immediate competence. The behavioural indicators provide examples of the types of behaviours that would be expected at that level and should be reviewed in conjunction with the role’s key accountabilities.
	NSW Public Sector Capability Framework

	Group and Capability
	Level
	Behavioural Indicators

	Personal Attributes
Manage Self
	Adept
	Look for and take advantage of opportunities to learn new skills and develop strengths
Show commitment to achieving challenging goals
Examine and reflect on own performance
Seek and respond positively to constructive feedback and guidance
Demonstrate a high level of personal motivation

	Relationships
Communicate Effectively
	Adept
	Tailor communication to the audience
Clearly explain complex concepts and arguments to individuals and groups
Monitor own and others’ non-verbal cues and adapt where necessary
Create opportunities for others to be heard
Actively listen to others and clarify own understanding
Write fluently in a range of styles and formats

	Relationships
Work Collaboratively
	Intermediate
	Build a supportive and co-operative team environment
Share information and learning across teams
Acknowledge outcomes which were achieved by effective collaboration
Engage other teams/units to share information and solve issues and problems jointly
Support others in challenging situations

	Results
Plan and Prioritise
	Adept
	Take into account future aims and goals of the team/unit and organisation when prioritising own and others’ work
Initiate, prioritise, consult on and develop team/unit goals, strategies and plans
Anticipate and assess the impact of changes, such as government policy/economic conditions, on team/unit objectives and initiate appropriate responses
Ensure current work plans and activities support and are consistent with organisational change initiatives
Evaluate achievements and adjust future plans accordingly

	Business Enablers
Project Management
	Adept
	Prepare clear project proposals and define scope and goals in measurable terms
Establish performance outcomes and measures for key project goals, and define monitoring, reporting and communication requirements
Prepare accurate estimates of costs and resources required for more complex projects
Communicate the project strategy and its expected benefits to others
Monitor the completion of project milestones against goals and initiate amendments where necessary
Evaluate progress and identify improvements to inform future projects
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