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GOVERNMENT

SENIOR REPORTING ANALYST

BRANCH/UNIT Capability

TEAM Workforce Services

LOCATION Negotiable

CLASSIFICATION/GRADE/BAND TAFE Worker Level 8

POSITION NO. TBA

ANZSCO CODE 223111 PCAT CODE 1229192
TAFE Website www.tafensw.edu.au

1. ORGANISATIONAL ENVIRONMENT

TAFE NSW's purpose is to skill the workforce of the future. It is Australia'sleading provider of vocational education
and training with over 500,000 annual enrolments and a proud history for setting the benchmark for quality
service.As the NSW public provider,itsupports the NSW Government's priority to grow skills for theeconomy and
jobs of tomorrow. Critically, TAFE NSW plays a vital rolein providingvocational educationinrural and regional
NSW, andjob training pathways for the most vulnerableinthe community.

TAFE NSW offers the best of campus-based delivery as well as flexible, onlineand work-based learning. The TAFE
NSW values of Customer First, Collaboration, Integrity and Excellence guide our team in strengthening
communities, deliveringworld-classtraining for our students and producingjob ready graduates for employers. The
operating environment for TAFE NSW is dynamic as we leverage our scale, expertise, passion and reputation to
meet the rapidly changing VET landscape.

TAFE NSW is committed to its students and customers and the roleitplaysinchanginglives and openingup
opportunities through learning.

2. POSITION PURPOSE

The Senior Reporting Analystis responsible for ensuring the production and effective analysis of a range of data to
support TAFE NSW in the effective management andreporting about its workforce.
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3. KEY ACCOUNTABILITIES

1. Prepareandcoordinate TAFE NSW’s Workforce Profileand Annual Report data responses to comply with
regulatory requirements.

2. Develop, maintainand manage Government Employee Number (GEN) data for TAFE NSW to ensure
compliancewith PSC requirements.

3. Coordinateand provideanalysis on a range of organisational wide payroll reports to allow TAFE NSW to
monitor and report on payroll costs and hours worked.

4. Coordinateand provideanalysis onoccupancyand other specialistworkforcereports as needed to s upport
strategic workforce planningand analysis.

5. Ensuresystems and processes areinplaceto all TAFE NSW to respond to TAFE NSW workforce data requests
from external agencies includingthe Australian Bureau of Statistics (ABS) and Public Service Commission
(PSC).

6. Coordinateand provideanalysis onarangeof employee datato supportTAFE NSW financial planningand
reporting.

7. Reflect TAFE NSW'’s values in the way you work and abide by policies and procedures to ensure a safe,

healthy andinclusive work environment.

Placethe customer at the centre of all decision making.

9. Work with the Line Manager to develop meaningful performance development and review plans.

%

4. KEY CHALLENGES

e Deliveringmultipleresearch andinformation analysisactivities attimes of tight timeframes and maintaining
high standards of qualityandaccuracy.

e Liaisingwith stakeholders and negotiating workable timeframes to obtaininformationand perform
consultation activitiesin the face of stakeholders’ competing priorities.

e Gainingand compilingadequateandrelevantinformationthatis notalways readily availablein the format
required from a diverserange of sources and ensuringits validity.

5. KEY RELATIONSHIPS

Internal

Manager Insights & ® Receive leadership directionand advice.

Analytics

Customers ® Resolve technical and complex matters requiringspecialistknowledge or
implementation advice.

6. POSITION DIMENSIONS

Reporting Line: Manager Insights & Analytics
Direct Reports: Nil

Indirect Reports: Nil
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Financial Delegation: TBA
Budget/Expenditure: TBA
Decision Making:

e Makes decisions oncomplex and sensitiveissues thathavea high level of impact on the immediate work area
andthe potential to impactmore broadly on agency operations and externally.
e  Matters requiringa higher level of approval arereferred to the Reporting Line Manager.

7. ESSENTIAL REQUIREMENTS

1. Degree inrelevantdisciplineor equivalentskills, knowledgeand experience in business analytics.
2. Proven high level skillsand experiencein workforce analysis and reporting.
3. Abilityto address and meet focus capabilities as stated inthe Position Description.

8. CAPABILITIES

NSW Public Sector Capability Framework

Below is the full listof capabilities and the level required for this roleas per the NSW Public Sector Capability

Framework. The capabilities inbold arethe focus capabilities for this role. Refer to the next section for further

information aboutthe focus capabilities.

Capability levels areas follows and reflecta progressiveincreasein complexity and skill:

Foundational >Intermediate > Adept > Advanced > Highly Advanced

CAPABILITY GROUP

NAME

Display Resilience & Courage

Intermediate

Act with Integrity

Intermediate

=)
el Manage Self Adept
Value Diversity and Inclusion Intermediate
Communicate Effectively Adept
ﬁ Commit to Customer Service Adept
Relsionabips Work Collaboratively Intermediate

Influenceand Negotiate

Intermediate

Deliver Results Adept
|¢| Plan And Prioritise Intermediate
Reailts Think and Solve Problems Adept

Demonstrate Accountability

Intermediate

Business
Enablers

Finance

Intermediate

Technology

Adept

Procurement and Contract Management

Foundational

Project Management

Foundational
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OCCUPATION/PROFESSION SPECIFIC CAPABILITIES FOR THE POSITION

CAPABILITY DEFINITION

. Establish and maintain workforce management systems, data
Workforce Insights Level 2

and analysisto supportevidence-based decision making.

FOCUS CAPABILITIES

The focus capabilities for the Senior Reporting Analystare the capabilities in which occupants mustdemonstrate
immediate competence. The behavioural indicators provide examples of the types of behaviours thatwould be
expected atthatlevel and should be reviewed in conjunction with the position’s key accountabilities.

NSW Public Sector Focus Capabilities

NSW Public Sector Capability Framework

Group and Capability Level Behavioural Indicators
Personal Attributes ® Keep up to date with relevant contemporary knowledge and
Manage Self Adept practices.

® Look for andtake advantage of opportunities to learn new skills
and develop strengths.
e Show commitment to achievingchallenginggoals.
® Examine andreflect on own performance.
® Seek and respond positivelyto constructive feedback and
guidance.
® Demonstrate and maintaina high level of personal motivation.
Relationships e Take responsibility for delivering high-quality customer-focused
Adept services.

Commit to Customer
® Designprocesses and policies based on the customer’s point of

Service
view and needs.
® Understand and measure whatis importantto customers.
® Usedata andinformationto monitor and improve customer
servicedelivery.
e Findopportunities to cooperate with internal and external
stakeholders to improve outcomes for customers.
® Maintainrelationships with key customers in area of expertise.
Connect and collaborate with relevant customers within the
community.
Results ® Useown andothers’ expertise to achieve outcomes, and take
Deliver Results Adept responsibility for deliveringintended outcomes.
® Make surestaffunderstand expected goals and acknowledge
staffsuccess inachievingthese.
e |dentify resourceneeds andensure goals areachieved within set
budgets and deadlines.
® Usebusiness data to evaluate outcomes andinform continuous
improvement.
e |dentify priorities thatneed to change and ensure the allocation
of resources meets new business needs.
® Ensurethatthe financialimplications of changed priorities are
explicitand budgeted for.
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NSW Public Sector Capability Framework

Group and Capability Level Behavioural Indicators
Results ® Researchand applycritical-thinking techniques in analysing
Think and Adept information, identify interrelationshipsand make

recommendations based on relevant evidence.
® Anticipate, identifyand address issues and potential problems

Solve Problems

that may have animpacton organisational objectives and the
user experience.
® Apply creative-thinking techniques to generate new ideas and
options to address issues and improve the user experience.
® Seek contributions andideas from people with diverse
backgrounds and experience.
® Participateinandcontributeto team or unitinitiatives toresolve
common issues or barriers to effectiveness.
e |dentify and sharebusiness process improvements to enhance
effectiveness.
Business Enablers e |dentify opportunities to use a broad range of technologies to
Technology Adept collaborate.
®  Monitor compliancewith cyber security and the use of
technology policies.
e |dentify ways to maximisethe valueof availabletechnology to
achievebusiness strategies and outcomes.
®  Monitor compliancewith the organisation’srecords,information
and knowledge management requirements.
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