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Reference No:  925
Close date: 11.30pm AEDT Sunday, 14 April 2024



Assistant Secretary, People, SES Band 1, Department of Employment and Workplace Relations
Position Overview
	Reports to:
	First Assistant Secretary, Chief People Officer
	Location:
	Canberra, ACT


[bookmark: _Hlk122677801]About the Department of Employment and Workplace Relations
The Department of Employment and Workplace Relations (the department) supports people to have safe, secure and well-paid work with the skills for a sustainable future. We contribute to efforts across government to foster a resilient, innovative, and inclusive labour market, and work to support people into safe, secure, and well-paid jobs that meet the needs of employees, employers, and industry. 
Our focus on employment and workplace relations means we believe all great jobs start with us! That’s why it is our ambition to do things differently at DEWR, to create the ‘department of great jobs’ – where our people reflect our purpose, and we work together to create a unique, positive, and inclusive workplace culture where we can all grow, where flexibility is embraced, and our wellbeing is enhanced.
We are making a change - it is exciting, and we want you to be a part of it. When you join our department, you join #TeamDEWR – a dynamic, motivated, and skilled team who value diversity and embrace inclusion.
We have lots to do! But with the right support environment, and people around you, the job will be, enjoyable, exciting, and impactful.
About the People Branch
The People Branch provides professional and trusted human resources advice, support and services to the department. We provide recruitment, safety, wellbeing, performance, workplace relations, capability and entry level services to help TeamDEWR deliver our objectives and meet our obligations as an employer. We work in close partnership with managers and the Organisation Design Branch to attract and retain great people.
About the Role
Reporting to the Chief People Officer, the Assistant Secretary, People, leads the organisation’s focus and investment in its people. The role is accountable across the full spectrum of human resources (HR) management. This role is a key management position and works closely with DEWR’s leadership team to:
Lead and manage all aspects of operational HR, including:
Recruitment and onboarding
Entry level programs (graduates, apprentices and other career pathways)
Capability 
HR policy and operations
Performance and conduct
Work health and safety, and wellbeing
SES support.
Build and maintain effective relationships with DEWR Executive, SES and other key internal and external stakeholders to understand current and future business requirements.
Work in partnership with the Organisation Design Branch and other corporate peers to implement initiatives and strategies, including the strategic workforce plan, People Strategy and other solutions to support our employees.
Provide complex advice and guidance on people-related matters.
Deliver high quality and effective people processes, programs and policies to support the achievement of organisational strategic outcomes.
Operate within budget, identifying savings/efficiencies where appropriate and possible.

Skills and Experience
To be successful in this position, you will have the following skills and experience:
Significant experience in leading HR teams and functions, including experience in delivering reforms and achieving HR outcomes.
Excellent communication and influencing skills.
Demonstrated exceptional leadership and stakeholder engagement capabilities, with a strong foundation in people management.
Resilience, with great personal drive, the ability to adapt to a changing environment, and a track record of delivering effective outcomes to time and budget.
Our ideal candidate
We are seeking dynamic, engaged leader to create value for the Australian people by delivering on our priorities. If you are willing to innovate and have the drive and people skills to contribute to our purpose, we are keen to hear from you.
You will be a strong, insightful and inclusive leader who can bring out the best in your talented team and work collaboratively with your colleagues in the department and throughout the APS. 
As an Assistant Secretary, you will contribute to the overall strategic direction of the department, including driving policy and program change and service delivery improvement. You will support the Executive team in the provision of high quality and timely advice to Government and will contribute to the leadership and strategic direction of the department. Successful candidates will have demonstrated their ability and commitment to shape organisational culture and capability.
When you join our department, you join TeamDEWR – a dynamic, motivated, and skilled team who value diversity and embrace inclusion. Due to the nature of our outcomes, policies and programs, all roles are identified positions. This means that you will need to have an understanding of the issues affecting First Nations peoples.
Specialist positions require an academic and/or skill level that is consistent with the key deliverables and responsibilities set out above and aligned with the SES Band 1 Work Level Standards. 

Relevant tertiary qualifications in human resources management or a related discipline are desirable.
This selection process will also be used to establish a merit pool that may be used to fill roles within the following 18-month period. 
We have lots to do! Because you’ll have the right support, environment, and people around you, the job will be enjoyable, exciting, and impactful.
RecruitAbility 
[bookmark: _Hlk25844339]RecruitAbility applies to this vacancy. You will be invited to participate in further assessment activity for the vacancy if you choose to apply under the RecruitAbility scheme; declare you have a disability; and meet the minimum requirements for the job. 
For more information see: www.apsc.gov.au/priorities/disability/recruitability.


The Department of Employment and Workplace Relations
Our Executive
The Executive Team includes the Secretary, Natalie James, and four Deputy Secretaries: 
Tania Rishniw, Deputy Secretary, Employment and Workforce
Greg Manning, Deputy Secretary, Workplace Relations
Anna Faithfull, Deputy Secretary, Skills and Training 
Deborah Jenkins, Chief Operating Officer/Deputy Secretary, Corporate and Enabling Services
Our portfolio agencies
The department works collaboratively with portfolio agencies:
Asbestos Safety and Eradication Agency
Australian Building and Construction Commission
Australian Skills Quality Authority (National Vocational Education and Training Regulator)
Coal Mining Industry (Long Service Leave Funding) Corporation
Comcare
Fair Work Commission
Fair Work Ombudsman and Registered Organisations Commission Entity
Safe Work Australia
Seafarers Safety, Rehabilitation and Compensation Authority
Working in the Senior Executive Service
All SES employees are expected to model and promote the APS Values and Code of Conduct and leadership behaviours outlined in the Australian Public Service Commission Integrated Leadership System. In addition, consistent with the Secretaries’ Charter of Leadership Behaviours, the department has identified the following behaviours to which all its leaders should aspire and model in their own actions:
Be dynamic
Have an enquiring mind and be willing to motivate and change
Understand the system you operate in
Practise new ways of deploying yourself in your system to achieve the best outcome
Embrace risks and actively manage them
Enjoy your work and have a positive attitude
Don’t walk past problems – be part of the solution
Be respectful
Treat people with decency and respect
Embrace diversity and actively seek out views and perspectives that challenge your own
Build an inclusive culture that enables people to make the best contribution
Have integrity
Be open, honest and accountable
Take responsibility for what happens around you
Have courage to call out unacceptable behaviour
Value others
Be an active listener
Value others’ contributions, perspectives and wisdom
Collaborate not compete to succeed as a team
Understand people and their views and motivations in order to lead, influence and communicate well
Build relationships
Empower people
Trust, empower and grow others
Interpret and provide context – don’t do people’s jobs for them
Build capability and networks
Expect people to deliver and find positive ways to hold them to account
Accept people won’t always get it right – and support them to bounce back
We proudly uphold the APS Values and Employment Principles. We are impartial, committed to service, accountable, respectful, and ethical. We support these values by creating a culture where:
we are consultative and responsive
we value learning, research, discovery, and opportunity
we innovate to achieve our business outcomes more efficiently
we collaborate internally and externally to reach our goals
we lead by example at all levels and pride ourselves on being professional, high performing and innovative
we care for and support each other and value the skills, difference, and diversity of our people
we celebrate our successes and learn from our experiences.
More broadly, SES employees in the department are expected to advise and support Government on the full range of portfolio issues and do this through the development of considered policies and the delivery of effective programs. The SES must also ensure that the department is meeting its legislative and governance obligations, is working collaboratively to deliver outcomes, and responds flexibly to current and emerging issues. The SES has a broader role in providing leadership across the APS in the delivery of whole-of-government policies and services and managing in a changing and devolved environment.
The Australian Public Service Commission (APSC) is a central agency within the APS with a critical leadership role in contributing to the future capability and sustainability of the SES. Further information about working in the SES is available on the APSC website at SES Information.
If you are new to the APS, there are some requirements that you should be aware of when applying. 
Citizenship
The Public Service Act 1999 requires all people joining the APS to be Australian citizens; however, the Secretary may allow the engagement of a permanent resident, pending the granting of citizenship to them within a two-year period or, alternatively, the Secretary may waive the citizenship requirement. If you need to, please discuss your citizenship status with the contact officer before applying for this position.
Health clearance
Your employment is subject to a health clearance to show that you are fit to perform the duties of your position. This will also enable the identification of any reasonable adjustments that may be needed in the workplace.
Character clearance
You will be required to complete a ‘Consent to Obtain Personal Information’ form (Police Records Check).
 It is important that you disclose any previous or pending infringements. A Police Records Check is also part of the security clearance process and the information collected for the character clearance may also be used for this purpose.
Security
This position will require you to obtain and maintain a security clearance. Wherever possible, the department will seek to have the clearance process finalised prior to your commencement.
Privacy
The department understands and respects your right to privacy and has safeguards in place in line with the requirements of the Privacy Act 1988. The information provided in your job application will only be used for the selection process and related procedures. Should you be the successful candidate, your personal details will be used in departmental systems necessary for the management and engagement of staff and your name will appear in APSJobs.
Redundancy benefit
If you have received a redundancy benefit from an APS agency recently there may be limitations on the department being able to offer you employment without prior approval from the Australian Public Service Commissioner.
These arrangements do not apply to persons who have received a redundancy benefit from a non‑APS Commonwealth employer, from a state/territory Government employer, or from the private sector. There are no restrictions on such persons competing on merit for APS employment.
Annual declaration of interests 
To avoid any real or perceived conflict of interest, if you are successful, you will be asked to submit a statement of any private interests, including any share ownership held by yourself or any immediate family members that are relevant to the Portfolio. You may be required to divest yourself of any interest where it may give rise to a real or apparent conflict of interest. Please discuss this with the contact officer if you are unsure.
More information
More information about the Department is available at:  https://www.dewr.gov.au/
Preparing your application
[bookmark: _Hlk161916413]Your application should include a CV and a statement of claims (a one page ‘pitch’ max 750 words or 2 pages) drawing out why you are interested in the role, what you offer the agency, your skill set, relevant career history and achievements, and your leadership attributes. In preparing your application you may also wish to take account of the following selection criteria which apply to SES roles in the APS. 
In addition to submitting your CV and a statement of claims (or ‘pitch’) you will be required to fill in some additional fields in our online application form. These include areas such as Key areas of expertise, Major Achievements, Staff Management and Budget Management. 
Please remember to address your understanding of the issues affecting First Nations peoples.
The APS work level standards accommodate the diversity of roles across the APS and are structured to clearly differentiate between the work expected (i.e. responsibilities and duties) at each classification level.
About Executive Intelligence Group
Executive Intelligence Group is a Canberra based executive search and recruitment management firm. We specialise in finding, selecting, developing, coaching and mentoring senior executives across a range of different contexts and sectors.
We are held in high regard by senior decision makers and would be recognised as having exceptional coverage in terms of the number and nature of agencies for which we have completed assignments.
We have extensive experience in generalist, ‘difficult to fill’ and specialist executive roles, bulk rounds, statutory appointments and private sector positions and an outstanding reputation in dealing with Secretaries, senior executives CEOs and Boards.
If, after reading the selection documentation, you require further information please contact Tricia Searson or Karina Duffey on (02) 6232 2200. 
Applications must be submitted through the Executive Intelligence Group website.
How to apply
[bookmark: _Hlk526327922]Executive Intelligence Group has the capability to receive applications online via our website.
A major benefit of lodging an application through our system is that your details will now be saved in your personal, confidential account. This means that, should you apply for any future roles through us, you will not have to re-enter this information and this will hopefully make the application process easier for you. If at any time your personal details change you are able to update this via your account. It is important to us that you find our website easy to use.  If you have any feedback on how we can make the website more user friendly to assist you in completing an application or downloading candidate information, please let us know.
At Executive Intelligence Group, we respect the confidentiality of the personal information you provide to us and understand that your privacy is critical.
To review our Privacy Policy please click here:  https://executiveintelligencegroup.com.au/privacy-policy/.
Important things to note:
When you apply for the first time, please create an account and make a note of your username and password;
For subsequent applications, you will need to log in to your account and submit your application along with your CV and statement of claims/pitch. I.e. you will need to submit an application for EVERY vacancy you are interested in - submitting one application does NOT mean you will automatically be considered for other vacancies with Executive Intelligence Group.
Please have your CV and statement of claims/pitch ready to upload in a single document. Make sure you take account of the requirements of the position and the selection criteria (if required) against which you will be assessed. In your CV, it is useful for you to provide a quick snapshot of the key responsibilities you have had in each role over the last 5 years; 
You will have an opportunity to review, edit and print your application before you submit. However, once it is submitted you will not be able to make any changes;
In the event that you do not receive an automated email confirming your application has been submitted it is very important that you contact us as there may be an issue with your application lodgement;
If you do not hear from us about the progress of your application within 3 weeks from the close date, please contact us for an update; and
If at any time, you wish to withdraw from this process you will need to send an email to admin@execintell.com.au to let us know. You are unable to withdraw your application directly from the website. 
We can be contacted on 02 6232 2200 or admin@execintell.com.au.
How to apply online:
Go to the Executive Intelligence Group website and navigate to the Vacancies page (http://www.executiveintelligencegroup.com.au/vacancies/); 
Find the vacancy you are interested in applying for and click ‘More Info’. This will enable you to download the candidate information pack. This will assist you on how approach your application;
When you are ready to apply, find the vacancy you are interested in applying for and click ‘Apply’;
Read the information about applying and press ‘Start’;
This is where you will create your account if you are applying for the first time. If you have used our system previously you can log in with your user name and password;
From here you will be guided through an online application form;
At the end of the form you will be prompted to upload your CV and selection criteria/pitch. You MUST have your name referenced within the document/s you upload. Please note you should have this already saved in a single document it is preferable to keep the file name of the document short and without symbols for example: Surname First Name Ref No Job. Where possible please upload your documents in PDF format, we are also able to accept documents in Word format. 
If you wish to change any of the sections before you submit you can click on the ‘Summary’ table on the right-hand side which will take you to the specific page;
Submit your application; and
You will receive an automatic email with a copy of your application.
RECRUITMENT MANAGEMENT  •  CONSULTING  •  EXECUTIVE SEARCH  •  EXECUTIVE CAPABILITY  •  MENTORING  •  COACHING
Unit 120B, Mode 3 Building
24 Lonsdale Street, Braddon ACT 2612
PO Box 5125, Braddon ACT 2612
T 02 6232 2200 • F 02 6232 2222
E admin@execintell.com.au
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