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OFFICE OF TRAINING AND TERTIARY EDUCATION
TRAINING OPERATIONS DIVISION
EXECUTIVE ASSISTANT / PROJECT OFFICER COMMENTS \* FirstCap \* MERGEFORMAT 
VPSG3 / OTTE 074

ongoing / Full time
SALARY RANGE: $ 44,580 - $54,128 p.a.

SUMMARY OF ACCOUNTABILITIES AND SELECTION CRITERIA FOR ADVERTISING PURPOSES

	The key emphasis of this role is to provide executive and divisional support for the General Manager Training Operations Division, assist with the delivery of specific requirements and provide support to others in the achievement of agreed objectives.


FULL POSITION DESCRIPTION
	1.
ACCOUNTABILITIES

	1.1.
Provision of high quality executive and administrative support (including Branch coordination), by adhering to record keeping and data standards, responding to information requests and generating reports to support information and knowledge management across the Department.


	1.2.
Under supervision undertake limited research and data analysis and contribute to effective data and information management through gathering, recording and reporting data in line with information requirements or policy frameworks.


	1.3.
Under supervision contribute to policy development by undertaking specified research, draft policy options for review, and support and monitor policy implementation.



	1.4.
With limited supervision prepare and draft memos, briefings and correspondence based on research and investigation, collate program evaluations, coordinate and monitor correspondence and briefings using the Department’s RecFind system and maintain branch files and records.


	1.5.
Conduct projects with limited scope, liaise with internal and external clients at all levels within the public and private sector, sometimes on sensitive issues.


	2.
KEY SELECTION CRITERIA

	2.1.
Proven ability to work autonomously in determining operational work priorities and schedules against broad plans and priorities and sound research, conceptual and analytical skills.


	2.2. 
Demonstrated experience and ability in providing high quality executive and administrative support including the development of reports, correspondence and records management and expertise in the application of administrative policies, procedures and protocols.


	2.3.
Demonstrated project management skills to plan, prioritise, and coordinate small projects and medium term objectives.



	2.4.
Sound interpersonal and communication skills including the ability to liaise effectively with a range of people within and external to the Department of Education & Training and work as a member of a team.


	2.5
Experience and advanced proficiency in using office software systems including Microsoft Office, RecFind, databases, spreadsheets, presentation software and graphic design.



DE&T PEOPLE PRINCIPLES

The following people principles provide the basis for working productively within DE&T. The principles apply to all of our people in everything that we do. They require that we always:

· Deliver quality results: Continuously improving and innovating to deliver the best outcomes.

· Work collaboratively: Co-operating and sharing expertise, and actively nurturing positive working relationships.
· Behave ethically: Acting in line with the principles, values and standards of DE&T.

· Respect and value others: Interacting in a sensitive way, considering others’ diverse backgrounds and experiences and valuing their contributions.

· Develop self and others: Learning, and enabling others to learn, grow and lead.
CONTACT

Further information about the position is available from Maria Langwell
Phone: (03) 9637 3543.

The position is located at: 2 Treasury Place, East Melbourne.

HOW TO APPLY

All applicants are required to complete the following: 1) Application for VPS Employment form, 2) a written statement addressing the Key Selection Criteria and 3) a resume. Email applications are preferred.
Go to http://www.eduweb.vic.gov.au/hrweb/Docs/Forms/Application_for_VPS_Employment.doc to download the Application Form
· Email Applications should be sent to recruitment@edumail.vic.gov.au
· Enter in the subject box: OTTE074 EA/Project Officer
· Emailed applications will be acknowledged.  If you do not receive an acknowledgement within 10 minutes ensure that the Job reference number and Job Title are correct and resend your application.

· Alternatively mail your application to: Silvana Simmons, VPS HR Services, DE&T, GPO Box 4367, Melbourne 3001.
· Applications close Friday 29 April 2005
OTHER RELEVANT INFORMATION

Standard Public Service Conditions apply.

Successful applicants are subject to a satisfactory Police Record check.

If appointed from outside DE&T, successful applicants will be required to complete a statutory pre-employment health declaration.

A probationary period of up to 3 months may apply for a person appointed to an ongoing position from outside the Public Service or the Teaching Service.
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