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	Job Description

	Reference number:
	5008
	Date Approved:
	July 11

	Title:
	Assistant Director 
	Closing Date:
	22 August 2011

	Designation:
	EL1

	Division
	Heritage and Wildlife Division

	Branch:
	Heritage North

	Section:
	Cultural Heritage North


	Location:
	ACT

	Immediate supervisor:
	EL2


Heritage Role and Responsibilities
	Security classification:
	Protected


Our heritage is about the places and stories that make our local communities and Australia special. It includes our amazing natural places, our rich Indigenous heritage, and the places and stories that reflect the development of our communities and our nation.
Our heritage contributes to our sense of place and to our community and personal wellbeing; it informs us about
where we have come from and who we are; and is fundamental to our community and national identity.

Heritage responsibilities include:

· Identifying the special places in Australia that should be recognised and protected through inclusion on the World, National and Commonwealth Heritage Lists

· Providing targeted funding to support the protection and conservation of Australia’s special heritage places.

· Providing advice and assistance in developing effective management arrangements to ensure ongoing protection of Australia’s unique heritage places.

· Working with others to communicate why these places are so special and the value they bring to our lives.

· Working with state governments and community groups to identify and respond to issues affecting heritage across Australia.
Key Directions

Key directions in achieving our vision for Australia’s heritage are:

1. identifying, protecting, conserving and celebrating Australia’s natural, Indigenous and historic heritage places that are of national and world significance;

2. identifying, protecting and conserving heritage places that are Commonwealth owned or controlled;

3. providing funding and advice to support heritage protection, conservation and interpretation;

4. increasing knowledge and enjoyment of Australia’s maritime heritage, while protecting shipwrecks and associated relics;

5. protecting Indigenous heritage places, and reforming Indigenous heritage protection legislation;

6. working with UNESCO and other World Heritage Committee members to improve the policies and processes of the Convention;

7. assisting Pacific Island and other regional countries with implementation of the World Heritage Convention; and assisting Papua New Guinea to protect the historic values of the Kokoda Track
Cultural Heritage Sections
The Cultural Heritage Sections are responsible for:

· Providing advice on management of Indigenous and historic heritage values of Commonwealth, National and World heritage places as well as other heritage matters under the Environment Protection and Biodiversity Conservation Act 1999.

· Assisting the Australian Heritage Council to identify and assess the Indigenous and historic heritage values of places for possible inclusion in the National Heritage List and the Commonwealth Heritage List.

· Undertaking research relating to Indigenous and historic heritage themes.

· Providing policy advice on heritage matters.

	Duties

	1.
	Providing high level strategic advice to the Executive, the Director and other sections on issues relating specifically to the identification, management and protection of Indigenous heritage.

	2.
	 Managing and overseeing projects, often with immovable deadlines, fixed budgets and requiring a range of inputs from other sections, the department, other Commonwealth departments and state governments.

	3.
	Assessing referrals under the EPBC Act and providing advice on the implications for the management of Indigenous heritage values.

	4.
	Assisting the Director of the section in the management of the activities of the section; including section planning, budget and human resource management

	5.
	Develop and maintain effective communications with stakeholders including state governments responsible for delivery of outputs, and representing the section and Division in negotiations, meetings and forums with government and non-government stakeholders and groups.




	Selection Criteria

	All criteria will be assessed in relation to candidates’ ability to perform in accordance with: the APS Values and Code of Conduct; the social justice principles of equity and workplace diversity; and occupational health and safety in the workplace.

	1.
	Demonstrated ability to provide high level technical or policy advice including:

· Ability to analyse, understand and advise on Government policy and legislation;

· Ability to work effectively with stakeholders on statutory processes, providing for procedural fairness and meeting tight timeframes. 

	2.
	Demonstrated ability to deliver outputs alone and as a leader and member of a team, including the ability to effectively manage tasks of competing priority to ensure the successful delivery of specified outcomes or outputs.


	3.
	Demonstrated knowledge and understanding of the issues affecting Aboriginal and Torres Strait Islander people in contemporary Australian society and the demonstrated ability to communicate sensitively and effectively with Aboriginal and Torres Strait Islander people

	4.
	Demonstrated ability to apply judgment and communicate with influence, including the ability to:

· Negotiate effectively;

· Write briefs, letters and reports to a high standard, conveying complex ideas clearly and concisely; and

· Effectively engage with a wide range of people to communicate ideas and information.

	5.
	Knowledge of and commitment to the Australian Public Service values and Code of Conduct, including: professionalism; provision of frank and impartial advice; and the principles of workplace diversity, occupational health and safety and staff development practices.


Applications should be made through the department’s online recruitment system:

http://www.environment.gov.au/jobs/opportunities/index.html.

Your responses to the Selection Criteria should be no more than 350 words per criterion.

To obtain further information about the position, please contact: 

Name: Kirsty Altenburg
Phone: 6274 2127
Email: kirsty.altenburg@environment.gov.au 
If you require further assistance please contact the Recruitment Team
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