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DUTY STATEMENT

	Position Details

	Title
	Senior Policy Officer

	Classification
	APS 6

	Division/Branch/Section
	Social Policy Division / Indigenous Policy and Citizenship Branch/ Indigenous Policy and Closing the Gap Section

	Security Clearance Level
	Protected 


The Job
The Indigenous Policy and Citizenship Branch is one of three branches that makes up the Social Policy Division.  The Division provides high level strategic advice to the Prime Minister, the Deputy Prime Minister and the departmental executive on a range of Indigenous policy issues relating to COAG’s national Indigenous reform agenda, including Closing the Gap, overcoming Indigenous disadvantage, Native Title and Land Rights.

As a successful applicant, you will have the opportunity to work in one of the most stimulating public policy areas in the Australian Public Service and genuinely make a difference in a high profile and nationally significant areas of social policy. 

You will be a strategic thinker with a strong analytical ability who can provide insight as well as rigorous analysis to priority issues and have strong communication skills.  You will also have a genuine interest in Indigenous policy and will have strong communication skills, especially in writing.
Specific Tasks
1. Provide advice to the Prime Minister and relevant portfolio Ministers on Indigenous policy issues.  
2. Undertake more complex work including drafting high level policy advice, project work of a specialist nature, conduct research and analysis on more complex issues and prepare associated reports for consideration by senior management.

3. Work with internal and external stakeholders to ensure that Indigenous policy issues are coordinated across government. 

4. Provide support to the Prime Minister as chair of the Cabinet and ensure effective coordination of the business of the Cabinet and its committees.
5. Provide secretariat support for PM&C engagement with Commonwealth forums on Indigenous policy.
6. Other duties as assigned. 

SELECTION CRITERIA – APS LEVEL 6
1. Supports strategic direction 

· Addresses challenging public policy and implementation issues by:

· thinking in a strategic, analytically rigorous and data-driven way

· applying creativity and intellectual flexibility.

2. Achieves results

· Produces high quality results in qualitative and/or quantitative analysis in challenging and cross-disciplinary policy / implementation issues

· Prioritises competing urgent and important tasks in a high tempo environment

· Able quickly to adapt to a rapidly evolving policy, implementation or project framework or model. 

3. Supports productive working relationships 

· Contributes to a positive and productive team environment

· Establishes strong and cooperative working stakeholder relationships 

· Gives and receives feedback in a constructive and positive manner.

4. Displays personal drive and integrity 

· Takes initiative to complete own work to a high standard while also contributing to team outcomes

· Demonstrates professionalism and probity

· Handles sensitive information in an appropriate fashion.

5. Communicates with influence

· Demonstrates the capacity to influence peers and senior colleagues and stakeholders

· Contributes effectively towards team efforts that influence senior stakeholders 

· Negotiates effectively with peer-level stakeholders
· Effective writing skills.
6. Subject matter expertise

· Desirable to have expertise or experience in a discipline of relevance to the Group, including: 

· Public policy, economics, social policy, strategy or management, implementation and service delivery, law, administration and environmental policy

· Problem solving skills or the ability to consider public policy and implementation issues in a strategic way.
	



