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	Position
	Heritage Architect / Project Manager

	Division
	Projects: Assets and Parklands

	Location/s
	Mosman and at other Trust sites from time to time

	Reports to
	Director Assets & Parklands & Director Projects (For Heritage related works)

	Enterprise Agreement Classification 
	Executive Level 1

	Our Organisation

	The Sydney Harbour Federation Trust was created by the Australian Government responsible for vision planning and management of Sydney Harbour sites including Cockatoo Island in Sydney Harbour, Woolwich Dock and Parklands in Woolwich, Sub Base Platypus in Neutral Bay, Georges Heights, Middle Head and Chowder Bay in Mosman, North Head Sanctuary in Manly, Marine Biological Station in Watsons Bay and Macquarie Lightstation in Vaucluse.

The Harbour Trust’s vision is to create and share extraordinary places on Sydney Harbour and amplify their stories. 
Our mission is to “bring to life our natural and cultural heritage and provide a lasting legacy for all Australians through conservation, remediation and the adaptive reuse of places in our care”. 
Sites that were for many years hidden away from public view are now open for all, containing an extraordinary mix of historic buildings, magnificent harbour views, pristine natural landscapes and defence heritage. These public spaces and parklands now offer major events, exhibitions, venue hire, accommodation, tours and business tenancy


	Code of Conduct & Values
	All employees at the Trust abide by the Trust’s key values and Code of Conduct, behaving honestly and with integrity and acting with care and diligence. 
 Employees are required to maintain confidentiality of all Trust information, upholding the Trust’s values, integrity and its good reputation.


	Health & Safety
	The Trust provides a safe and healthy workplace and endeavours to protect employees and others in the workplace from harm to their health, safety & welfare by elimination or minimisation of risks arising from work.

	Protective Security Policy Framework
	All staff, volunteers and contractors are provided with sufficient information and security awareness training to ensure the Government’s Protective Security Policy Framework requirements are met.

	Our Commitment 
	[bookmark: Paragraph_24]The Trust is an equal employment opportunity employer, committed to ensuring all employees are free from discrimination and harassment; where everyone is treated with dignity, courtesy and respect. 




ROLE OVERVIEW:	

The Heritage Architect/Project Manager will develop and manage Capital Works and Operational projects, requiring project planning, relationship management, and resource negotiation to support the strategic, operational and heritage objectives of the Trust.


ROLE ACCOUNTABILITIES:

1. Develop and manage a range of Capital Works and Operational projects to deliver the Trust’s objectives.
2. Manage and oversee all aspects of project implementation, including preparing project plans, identifying and coordinating resources, developing and managing budgets, and negotiating reporting requirements.
3. Provide heritage expertise and advice to support the business.
4. Develop and maintain a range of collaborative networks across the Trust to support the delivery of projects and provide feedback on the implementation process.
5. Negotiate contracts and coordinate the work performed by externally sourced providers, to ensure that services are provided in accordance with agreed quality standards, budget and timeframes.
6. Provide expertise in assisting with events and tenancy requirements such as heritage guidelines, condition assessments and procurement. 
7. Provide high level strategic advice and support to the executive team on the development, implementation, management and reporting of projects, and ensure executive staff are fully briefed on the status of projects.
8. Prepare a range of strategic and operational documents as required, including briefing papers, discussion papers, reports, submissions and responses to information requests.
9. Assist with the development of project management methodologies and processes across the Trust.
10. Manage the risk and health and safety requirements of the projects in line with legislation and the Harbour Trust’s WH&S procedures and standards.
11. Other duties as required.

SELECTION CRITERIA

Essential (Qualifications, attributes, skills and knowledge) 
 
· Demonstrated experience and expertise in implementation and directing works programs in accordance with Commonwealth heritage, planning legislation and policy including design, contract management and administration to projects such as buildings, contract administration, heritage works, safety and procurement. 
· Demonstrated heritage expertise in providing whole of business heritage advice and support.
· Proven ability to manage resources, both human and financial across multiple projects with experience in preparing budgets and managing expenditure.
· Demonstrated interpersonal and communication skills, with the ability to negotiate with clients and contractors, to report, provide briefings and to interpret contracts and specifications.
· Demonstrated ability to prioritise, time manage and manage project workload with competing demands.
· Knowledge and working experience in managing risk and health and safety of all involved in the project/s.
· Current Drivers Licence.
· Willing to undertake a Police Check.
· Australian citizenship or the ability to work in Australia.


Desirable
· Knowledge or experience of the cultural heritage of Sydney Harbour and its environs.
· Knowledge of Commonwealth and State Heritage legislation.

QUALIFICATIONS:

· Relevant tertiary qualifications in heritage architecture & project management, Including extensive experience in the planning and delivery of heritage projects. 


APPROVED: …………………………………………………………
Executive Director 
DATE




THE CORE CAPABILITY FRAMEWORK – (Executive Level 1)
	COMMUNICATION

	Speaks with confidence, listens critically and clarifies meaning
Reviews written work of others and provides comment and advice; prepares clear, logical and well constructed written work
Effectively conveys difficult or complex material in an easy to understand manner
Uses diplomacy and tact to negotiate in difficult situations and tailors approach to suit individual differences
Develops a range of effective organisational communication strategies
Creates meaning for audience by using analogies and stories to illustrate key points
Communicates effectively to team members, clients and stakeholder groups

	WORKING with PEOPLE

	Contributes own expertise to achieve outcomes for team
Involves people, encourages them and recognises their contribution
Operates as an effective member of the team and contributes to team cohesion
Builds and sustains relationships with a network of key internal and external people and effectively represents the department when required
Involves people, recognising their contribution, providing encouragement
Shows sensitivity, empathy, understanding and skill in resolving conflicts and difference
Leads and creates a cooperative team environment
Facilitates sharing of information within the team and across areas of impact
Integrates and evaluates team performance within area of responsibility and across the Trust

	PROBLEM SOLVING & DECISON MAKING

	Identifies issues and assesses their significance, takes appropriate action to resolve them Conducts research and analysis to develop advice and recommendations in complex situations
Makes decisions based on relevant experience and an understanding of the wider context
Analyses problems and weighs up the options to identify effective solutions
Encourages debate and identifies common ground to facilitate agreement and acceptance of mutually beneficial solutions
Solves organisation-wide problems creatively and innovatively
Supports others to analyse issues and derive effective solutions 
Encourages a team-based approach to the identification of sound and effective solutions

	LEADERSHIP

	Accountable for the management and work output of others including quality and standards
Provides directions to others including purpose and importance of work
Understands the organisational environment, internal and external linkages and how these support overall objectives
Uses initiative to proactively assess situations and applies innovation to provide effective outcomes
Adopts a principled approach and adheres to the Code of conduct, is always professional and impartial
Identifies strategic opportunities for growth in resources
Focuses on activities that support organisational sustainability

	PLANNING & TIME MANAGEMENT

	Applies project scope controls and implements project monitoring frameworks
Identifies strategic opportunities and puts systems in place to establish and measure accountabilities
Conducts risk management activities
Demonstrates an advanced knowledge of planning and organisational methodologies as applied to projects, programs and broad management areas
Illustrates the relationships between operational tasks and organisational goals
Condenses complex issues into clear and understandable goals
Focuses strategically on planning activities for the team, aligning team activities with strategic priorities 
Ensures team activities align with business unit goals and adjusts sub-group priorities as required

	TRUST SPECIFIC KNOWLEDGE

	Builds, applies and maintains appropriate relevant experience, skills and knowledge, professional/technical qualifications or specialist expertise
Complies with and develops clear and workable policies,  procedures that align with Trust outcomes 
Displays excellent understanding and working knowledge of The Trust’s purpose and objectives and relevant legislation
Keeps up-to-date with Government and Trust issues and initiatives
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