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Position Description
	Classification:
	APS5, APS6 and EL1

	Position Title:
	Policy and Project Officers

	Position Number:
	Multiple

	Group/Division:
	National Emergency Management Agency 

	Branch/Section:
	Review Taskforce

	Reports to:
	Assistant Director, Review Taskforce

	Location:
	National Emergency Management Agency – Level 3, Marcus Clarke Street Canberra City

	Security Classification:
	Baseline


Section Overview
The National Emergency Management Agency (NEMA) is committed to delivering policy and programs that strengthen Australia’s emergency management capability, supports communities impacted by disasters and provides assistance and advice to ensure all sectors are prepared and resilient against future hazards.  
A taskforce has been established to deliver on two major review activities for NEMA including an Independent Review of Commonwealth Disaster Funding (Independent Review) and the Disaster Recovery Funding Arrangements (DRFA) Review. As key priorities for the Australian Government, both of these initiatives will set the direction for how Government spending supports communities to be more resilient to natural disasters in the future.  
The Independent Review will consider how Commonwealth arrangements for disaster funding can be optimised to support a system that is fit-for-purpose to support wellbeing, national productivity, prosperity and economic security and maintains state, territory and local government roles and responsibilities in the context of the projected increase in natural disasters over the coming decades. 
The DRFA Review addresses recommendations by the former Council of Australian Governments and the Royal Commission into National Natural Disaster Arrangements. The DRFA Review was established to ensure equitable access to support so Australians impacted by disasters are treated more consistently and fairly, streamline processes so governments can respond quickly and appropriately to disasters, and encourage jurisdictions to build back better. This includes the development of a new end-to-end Disaster Recovery Management System for administering the DRFA program. 
About the Role
NEMA is seeking dynamic, motivated and experienced policy officers and program managers to join the Review Taskforce to assist in the delivery of the Independent Review of Commonwealth Disaster Funding and the DRFA Review.  
You will be required to perform a range of activities, sometimes under limited direction, and to engage across a range of stakeholder groups to ensure the effective governance and management of projects and initiatives within your remit. You may be required to undertake research and analysis to achieve results, and must be someone who thrives in a fast-paced changing work environment, where the team needs to deliver quality work within tight deadlines and with competing priorities. 
These roles present an exciting opportunity to contribute to transformational reform of the Commonwealth arrangements for funding disaster risk reduction, preparedness, response and recovery to identify the areas of change required to ensure they support a system that is scalable, sustainable, effective, equitable, transparent and accessible. 
Specific Skills and Responsibilities
Suitable applicants will have:
· a background in one or more of the following: public policy analysis or development, program management, project management or coordination, program monitoring and evaluation, data analysis or research
· an ability to research and analyse policy issues and prepare advice and reports on relevant activities or milestones for presentation to Senior Executive and key stakeholders
· well-developed interpersonal skills and experience building and sustaining positive relationships with a wide range of both internal and external stakeholders, and as part of a team
· excellent attention to detail and the ability to make evidence-based decisions using strong analytical, research and problem solving skills
· strong written and verbal communication skills, to enable briefing and advice to senior executives and ministers
· an ability to work independently, identify priorities, goals and objectives, and manage risks to deliver consistently high-quality outputs to meet targets and critical deadlines
· a commitment to continuous improvement, working in new ways and a demonstrated ability to lead, implement and respond positively to change
Desirable:
The following skills and/or experience would be highly regarded:
· an understanding of monitoring, evaluation and learning systems including methodologies, tools, data collection, analysis and reporting 
· experience working on major reviews, inquiries or royal commissions for government
· experience in emergency management and/or disaster funding programs/policy at Commonwealth, state or local government level
The key duties of the positions include:
· Be responsible for coordinating project management activities, including the development of project documentation, maintenance of records, and reporting on project progress and outcomes. 
· Produce procurement documents and records relating to the contract management of external consultants including administration to achieve agreed deliverables within set timeframes
· Provide advice on high quality policy development, interpretation and implementation, including preparation of correspondence, communications, reports, briefings and responses to other requests. 
· Prepare robust, proactive and innovative written advice based on an understanding of the strategic and policy environment and related issues, evidence from research, stakeholder and user needs and organisational priorities
· Build and maintain effective working relationships with stakeholders, including other Commonwealth organisations, state and territory governments and external service providers to deliver coordinated, effective monitoring and evaluation of the Agency’s initiatives.
· [bookmark: _GoBack]Support and lead the design, development and implementation of monitoring and evaluation frameworks, including processes, tools and templates.
· Provide proactive and structured support across the Agency to improve consistency of review and evaluation activities, reporting and accountability
Mandatory Core Capabilities
This position has been assessed in accordance with the APSC Role Evaluation Framework. To perform the job successfully, an individual should demonstrate the capabilities, skills and knowledge, and adhere to all relevant aspects described by:
· Work Level Standards
· ILS - A guide to the Integrated Leadership System
· Home Affairs Professional Standards and Integrity Framework
· APS Legislative Requirements
· APS Values and Code of Conduct
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How to Apply
Please email a copy of your resume along with why you are interested in working for the taskforce (no more than 200 words) to Review.Taskforce@nema.gov.au by COB Thursday 19 January, noting that applications will be reviewed on a rolling basis. 

For further information about the role, please contact Melissa McKenzie on (02) 6113 9583 or email Melissa.McKenzie@nema.gov.au. 
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