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Role Description 

Heritage Officer 

	Cluster
	Department of Premier and Cabinet 

	Division/Branch/Unit
	Sydney Opera House

	Location
	Sydney CBD

	Classification/Grade/Band
	Grade 3 / 2

	Kind of Employment
	Salaried – SOH Enterprise Agreement 

	ANZSCO Code
	599999

	PCAT Code
	1228192

	Role Number
	W02661R02529

	Date of Approval
	July 2019

	Agency Website
	http://www.sydneyoperahouse.com


AGENCY OVERVIEW

The Sydney Opera House is an Executive Agency of the NSW Department of Premier and Cabinet. The Opera House is operated and maintained for the Government of NSW by the Sydney Opera House Trust, which is constituted as a body corporate under the Sydney Opera House Trust Act 1961.

The Sydney Opera House is an iconic Australian institution that embodies beauty, inspiration and the liberating power of art and ideas. 

Our vision is to be as bold and inspiring as the Opera House itself.

Our mission is twofold:

· To treasure and renew the Opera House for future generations of artists, audiences and visitors; and

· To inspire, and strengthen the community, through everything we do.

PURPOSE OF THE ROLE 
This role provides timely advice and support in relation to planning and heritage matters affecting Sydney Opera House. The role manages and coordinates the development, implementation and evaluation of heritage related projects including conservation, interpretation and training projects. The role supports the implementation of the fourth edition of the Sydney Opera House conservation management plan throughout the organisation.
KEY ACCOUNTABILITIES
· Support the Heritage Manager to implement the Sydney Opera House planning and heritage management framework. 

· Provide expert heritage advice and information to the organisation in accordance with the Sydney Opera House conservation management plan fourth edition, relevant policies, legislation and best practices through effective communication and collaboration. 

· Manage and support heritage conservation, interpretation and training and awareness raising projects. Tasks include project planning, development and implementation, coordinating resources, managing project budgets and meeting reporting requirements, to ensure project outcomes are achieved on time, on budget, to a high quality. Prepare and maintain project documentation for reporting, monitoring and evaluation.
· Coordinate and support the delivery of statutory approvals (planning, State and Commonwealth heritage) associated with outdoor events and other non-building related activations on the Opera House site. 

· Undertake research and analysis, identifying trends and preparing written documentation for the heritage team, to support informed policy and decision-making and project planning.

· Ensure that specialist consultants are properly briefed and managed, taking into account the range of stakeholders, statutory obligations, competing expectations and issues of timing and resource availability. 

· 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 and provision of advice to the organisation.

· Prepare high quality correspondence, written reports, publications, and briefs, that are informative and aligned with agency requirements.
KEY CHALLENGES
· Perform a range of tasks (project management and delivery, advice to the organisation, etc.), given competing demands and priorities.

· Build and maintain strong working relationships with stakeholders, inside and outside the business. 

· Exercise sound judgement and provide clear advice in an environment of rapidly changing priorities and varying perspectives. 

· Keep up to date with heritage and conservation practices, relevant policies and legislation, and understand their application to the Opera House’s business.
KEY RELATIONSHIPS

	WHO

	WHY


	Internal

	Manager
	· Receive guidance and provide regular updates on key projects, issues and priorities

· Provide advice and contribute to decision making

· Identify emerging issues/risks and their implications and propose solutions 

	Project Teams
	· Work collaboratively to contribute to achieving team outcomes with staff from across the organisation.

	Stakeholders  
	· Provide expert advice on heritage related issues to support all portfolios

	External

	Government and Industry Stakeholders
	· Obtain information and guidance on key policy, compliance and planning and heritage related issues

	Heritage, arts and architecture communities and industry peers
	· Maintain effective stakeholder relationships, sustaining the Opera House’s reputation in heritage management.

· Consult and collaborate on projects as appropriate.

· Stay up to date

	External service providers
	· Work collaboratively to ensure consistent interpretation and application of guiding heritage documents, policies and legislation. 
· Manage contracts and monitor provision of service to ensure compliance with contract and service arrangements.
· Consult, provide and obtain information, negotiate required outcomes and timeframes.
· Resolve and provide solutions to issues.


ROLE DIMENSIONS

Decision Making

The role is accountable for the delivery of assigned work and is directed by its supervisor/manager on work priorities, complex issues and all matters requiring a higher authority to determine and resolve issues.

Reporting Line

Heritage Manager
Direct Reports

Nil
ESSENTIAL REQUIREMENTS

· Demonstrated experience in a role working with heritage, archaeology, or architecture with a minimum of four years’ experience in heritage conservation.

· Tertiary qualifications in a relevant discipline (heritage conservation, archaeology, architecture, legal, government policy). 
· Knowledge of current heritage conservation principles and practices in Australia, NSW Government Sector policy, and standards as well as the State and Commonwealth legislative environment.

· Proven track record in the provision of advice and management of policy, legislative and regulatory compliance and risk management.
· Proven track record in providing advice in relation to heritage conservation projects. 
· Highly energetic approach to work, well organised and able to manage numerous projects simultaneously under deadline pressure. 
· High level business and commercial acumen complimented with knowledge of contemporary trends in heritage conservation and architecture

· Demonstrated high-level written and oral communication skills, including the ability to communicate complex policy issues in a clear and consistent manner to a variety of internal and external stakeholders.
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
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	Display Resilience and Courage
	Intermediate

	
	Act with Integrity
	Intermediate

	
	Manage Self
	Intermediate

	
	Value Diversity
	Foundational

	[image: image2.jpg]&

Relationships





	Communicate Effectively
	Intermediate

	
	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
	Foundational

	
	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

Display Resilience and Courage
	Intermediate
	· Be flexible and adaptable and respond quickly when situations change

· Offer own opinion and raise challenging issues

· Listen when ideas are challenged and respond in a reasonable way

· Work through challenges

· Stay calm and focused in the face of challenging situations

	Personal Attributes

Act with Integrity
	Intermediate
	· Represent the organisation in an honest, ethical and professional way

· Support a culture of integrity and professionalism

· Understand and follow legislation, rules, policies, guidelines and codes of conduct

· Help others to understand their obligations to comply with legislation, rules, policies, guidelines and codes of conduct

· Recognise and report misconduct, illegal or inappropriate behaviour

· Report and manage apparent conflicts of interest

	Relationships

Communicate
Effectively
	Intermediate
	· Focus on key points and speak in 'Plain English'

· Clearly explain and present ideas and arguments

· Listen to others when they are speaking and ask appropriate, respectful questions 

· Monitor own and others' non-verbal cues and adapt where necessary 

· Prepare written material that is well structured and easy to follow by the intended audience
· Communicate routine technical information clearly

	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

	Results

Demonstrate Accountability
	Intermediate
	· Take responsibility and be accountable for own actions 

· Understand delegations and act within authority levels

· Identify and follow safe work practices, and be vigilant about their application by self and others 

· Be alert to risks that might impact the completion of an activity and escalate these when identified

· Use financial and other resources responsibly

	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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