Project Officer, APS Level 4
Position Details
Job Reference Number
Classification
Status

Title

10217
Division/ Branch

APS4

Section

Ongoing

Salary Range

$64,360 - $70,528

Contact Person

ICT Branch
National Office
Location

ACT, National Office

Contact Number

Ryan Nott

Date Applications Open

Project Officer

1 February 2018

02 6271 4778

Date Applications Close

15 February 2018

Agency Purpose
The Australian Electoral Commission (AEC) is an independent statutory authority established by the
Australian Government to maintain an impartial and independent electoral system for eligible voters
through active electoral roll management, efficient delivery of polling services, and targeted education
and public awareness programs.

The AEC's values and commitments
The AEC values and commitments are an essential component of our operating
environment and frame how AEC staff work. The AEC's focus is on electoral
integrity through the values of quality, agility and professionalism.

Locations
The AEC is geographically diverse with a National Office in Canberra, a State Office in each state
capital and a Northern Territory Office in Darwin. Each state is divided into electoral divisions (there
are 150 across Australia), which may alter in accordance with changes to the distribution of electoral
boundaries.

Work Environment
The Information, Communication and Technology (ICT) branch comprises approximately 80
personnel and has intimate knowledge of the AEC’s business and systems, as well as a very stable
and experienced workforce to maintain and enhance those systems. The ICT branch staff have been
through numerous election cycles and not only understand but have experienced the pressures of an
election.
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The ICT branch is located in the National office in Canberra.
The AEC is committed to the APS values of being impartial, committed to service, accountable,
respectful and ethical.

Job Summary
The Project Officer is responsible for organising and delivering executive and administrative support to
the Branch / State in a professional, accurate and timely manner. This role will undertake work, under
general direction, that is moderately complex, requiring administration expertise to support a number
of areas including governance, resource management and recruitment and induction.

What we can offer the successful candidate


Positive team culture that values initiative and commitment



Become an integral member of the APS



Competitive salary with 15.4% super

Duties
Undertake coordination functions, including related administrative tasks, on behalf of the Branch / State
management team across the following range of activities:
1. General
o act as the first point of contact for stakeholders, ensuring clear, timely and effective
communication and co-ordination;
o diary management, including scheduling meetings as requested;
o undertake joint coordination, governance, and administrative activities across the AEC
in liaison with other Project Officers;
o assist, book and manage national and international travel arrangements;
o assist staff with record keeping activities, on request; and
o assist other Project Officers as required and perform any other reasonable duties
commensurate to the classification, as directed by management from time to time.
2. Governance arrangements for the Branch / State
o assist with supporting the governance arrangements for the Branch / State, including
Projects by:
 providing secretariat support, including minute taking and scribing; and
 coordinating the completion of actions arising;
o compile and coordinate reports for a range of corporate and governance requirements;
and
o contribute to election preparation and delivery activities in accordance with the election
readiness framework, according to individual accountabilities and responsibilities.
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3. Resource management
o assist with resource management, including:
 maintaining an accurate establishment in the relevant electronic system;
 partaking in the developing, monitoring and reporting on budgets and
expenditure;
 managing invoices and accounts, including monthly accruals and ensuring credit
card usage / expenditure is processed; and
 undertaking low value / risk procurement and contract management activities
and record keeping.
4. Recruitment and induction
o support recruitment activities, including arranging for vacancies to be advertised and
scheduling interviews; and
o arrange workstation for new starters, including stationery and telephony / computer
system access is set up prior to their commencement date.

Additional responsibilities during an Electoral Event


Support the Branch / State to ensure all administration requirements associated with key
election deliverables are adhered to.

Key organisational accountabilities


Adherence to the:
o APS Values and Code of Conduct;
o AEC Values and Commitments; and
o Ballot Paper Principles.



Maintain currency and validity of essential qualifications, which may include mandatory
continuing professional development.



Complete learning and development relevant to role or classification as a required or directed,
from time to time.

Politically Sensitive Position
Any person who is, and is seen to be active in political affairs, and intends to publicly carry on this
activity, may compromise the strict neutrality of the AEC and cannot be considered.

Security Requirement
There may be a requirement to maintain a security clearance or satisfy a character check.
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Selection Criteria
Supports strategic direction
■
■
■

Understands and supports the AEC’s vision, mission and business objectives.
Understands the work environment and contributes to team goals.
Harnesses information and opportunities.

Achieves results
■
■

Commits to achieving quality outcomes and adheres to established procedures.
Takes responsibility for managing own workloads and responds positively and flexibly to change
particularly during times of pressure and electoral events.

Supports productive working relationships
■
■
■

Builds and sustains positive relationships with team members and customers.
Shares information and works collaboratively with team members.
Values individual differences and diversity.

Displays personal drive and integrity
■
■
■
■

Operates professionally, ethically and with integrity.
Adhere to the behaviours required by the APS Values, APS Code of Conduct and the AEC’s
Leadership Values.
Takes personal responsibility for accurate completion of work.
Remains positive and responds to pressure in a calm manner.

Communicates with influence
■
■
■
■

Presents information in a clear and articulate manner.
Listens, considers different ideas and discusses issues thoughtfully.
Negotiates confidently.
A clear understanding of key issues and resolves issues promptly

Order of Merit
An order of merit may be created and utilised within 12 months from the position being advertised.

How to apply
All applications must be submitted online at: http://www.aec.gov.au/employment/ prior to the closing
date.
Your application must include the following:
■
■

An up to date resume
A candidate coversheet
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■

A 1-2 page pitch of no more than 750 words, using the selection criteria as a guide, telling us
how your skills, experience and qualifications makes you the best candidate for this
opportunity
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