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POSITION DESCRIPTION

	1.
	POSITION TITLE:
	Senior Project Officer


	2.
	JOB CLASSIFICATION:
	3



	3.
	WORK UNIT:
	Learned Society Unit, Professional Standards & Practice



	4.
	RESPONSIBLE TO:
	National Manager Learned Society



	5.:
	LOCATION:
	National Office, Canberra




6. PURPOSE:
This position will be responsible for assisting with advancing a number of Engineers Australia’s projects, particularly those relating to its learned society bodies in consultation with the National Manager Learned Society and key stakeholders.  
7. DUTIES

· Work with the National Manager Learned Society to advance the reform of Engineers Australia’s learned society bodies, including assisting with:

· the development of a new operating model for Engineers Australia’s colleges 

· progressing the review of Engineers Australia’s Technical Societies

· the development of an on-going reporting process for learned society outcomes.
· Ensure key stakeholders are consulted and work with volunteer groups to develop agreed outcomes.
· Develop strategies and supporting implementation plans to ensure that identified and agreed reforms are achieved on a timely basis.
· Develop and provide regular reports on progress and provide advice on actions needed where progress is not in accordance with the approved project plan. 

· Other duties as required.
8. WORK HEALTH & SAFETY (WHS) OBLIGATIONS

As an employee of Engineers Australia, you must:
· Take reasonable care for your own health and safety in the workplace

· Take reasonable care that your acts or omissions do not adversely affect the health and safety of others in the workplace

· Cooperate with your employer about matters of health and safety

· Comply with any reasonable instruction and cooperate with Engineers Australia’s WHS policies and procedures

· Familiarise yourself with the broad meaning of ‘workplace’ in health and safety legislation and Engineers Australia WHS policies and procedures.

9. COMMUNICATION AND RELATIONSHIPS

The position reports to the National Manager Learned Society and collaborates with senior managers across EA and key stakeholders.
10. EXPECTED BEHAVIOURS

	Stakeholder Focus


	· Actively seeks to build relationships by taking the opportunity to build rapport and understand stakeholder needs.

· Listens, identifies and provides advice to internal and external stakeholders that adds value and creates solutions to help them address stakeholder needs.

· Acts as a role model for positive working relationships by involving others and drawing on team strengths.


	Change Agent


	· Promotes and endorses change efforts.

· Draws upon a range of sources to implement new ideas and solutions.

· Determines course of action despite a lack of clarity.

	Effective Collaborator


	· Communicates in meetings with confidence.

· Actively listens to and actively explores others views and perspectives

	Delivers Excellence


	· Consistently delivers projects on time, on budget and to desired quality.

· Project lead, drawing on resources and skills to manage workload.

· Monitors progress and gains buy-in to the project.

· Contributes to the development of work plans and team goals.


11. SELECTION CRITERIA
The occupant needs to be able to demonstrate:

· Demonstrated success in project management and in driving/leading the development and delivery of projects in complex organisational settings

· Proven track record in the ability to manage complex stakeholder relationships at a senior level to achieve success in new initiatives 

· Established capacity to work collaboratively and co-operatively as a team member and to undertake work independently and with supervision
· Advanced organisational skills including the ability to manage numerous tasks concurrently, use initiative, establish priorities and work to tight or competing deadlines

· Demonstrated ability to self-manage time efficiently and to deliver solutions on time

· Ability to develop and maintain productive, effective working relationships with stakeholders

· Outstanding verbal and written communications skills
· Committed team player with excellent interpersonal and team skills.

· Relevant tertiary qualifications are desirable

· An understanding of the engineering profession is desirable
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