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Dear Applicant

Research Branch Temporary Employment Register

Thank you for your interest in being placed on the Research Branch Temporary Employment Register. The attached information package may help you in preparing your application.
The information package includes:
0.  information about the department; and
0. a copy of the position’s duty statement and selection criteria. 
1. The job application cover sheet, which must be completed and attached to your application, is located at the top of the DPS employment web page;
1. Application cover sheet
1. Please quote “JO602” at the top of the application coversheet.
Details of how to apply for this position are outlined within this information pack.  Please note that applications must be submitted by midnight (AEST) Friday 28 February 2014.
For further information about this position, please contact:
Carol Ey (02) 6277 2724

Yours faithfully





Luci Henson
Director
HR Services 

Information pack—Research Branch Temporary Employment Register
Who are we looking for?
The Department of Parliamentary Services (DPS) is seeking applicants for the Research Branch temporary employment register.
The Research Branch of the Parliamentary Library provides high quality information, analysis and advice to Senators and Members of Parliament in support of their parliamentary and representational roles. Such advice is provided by responding to individual client requests, preparing briefs and publications and a range of self-help resources. 
To provide these services, our staff must have well-developed research and analytical abilities, their communication and client-service skills must be of a high order, and they must be able to perform their duties with professionalism, sound judgment and common sense. 
This Register is for people interested in possible short-term employment. It is intended to help us find the right people, often at short notice, when we need the services of additional staff or special expertise. However, it is not possible to indicate when vacancies may arise.
The Research Branch is organised into seven broad subject-based sections:

	Research Branch Sections

	· Economics (which includes Industrial Relations)
	· Foreign Affairs, Defence and Security

	· Law and Bills Digest
	· Politics and Public Administration

	· Social Policy
	· Science, Technology, Environment and Resources

	· Statistics and Mapping
	


Positions may be available at the following levels:
· Senior Researcher (Parliamentary Executive Level 1)
· Senior Law Librarian (Parliamentary Executive Level 1)
· Researcher (Parliamentary Service Level 6)
· Law Librarian (Parliamentary Service Level 6)
· Research Assistant (Parliamentary Service Level 4/Parliamentary Service Level 5. These positions have been broad banded)
· Support Assistant (Parliamentary Service Level 2).

Currently, the salary range for these positions is $54,762-$107,944.
How to apply
Applications, quoting the relevant reference number, should be sent:
0. by email to dps.recruitment@aph.gov.au quoting JO602 in the subject line.
Your application must: 
0. include a completed DPS job application cover sheet;
0. your current Curriculum Vitae (CV); 
0. address each selection criterion in the information pack within 500 words; and
0. be submitted by midnight (AEST) Friday 28 February 2014.

Our selection process
0. All DPS jobs are filled on merit. This means we assess the suitability of applicants to undertake the duties of the job using a competitive selection process.
0. If you are selected for interview, you will be asked to elaborate at interview about how your experience and skills qualify you for the position.
0. Referees reports may be sought to further assess suitability.

General advice for developing your application
If you are unfamiliar with addressing selection criteria, the Australian Public Service Commission’s fact sheet on applying for jobs will be useful: 
Cracking the code fact sheet 5
Some of DPS’s selection criteria are generic and are based on the Australian Public Service Commission’s Integrated Leadership System (ILS).  Applicants will be expected to demonstrate how they would apply these skills to the requirements of the job as described.  The Australian Public Service Commission’s ILS Leadership Pathway identifies and describes leadership capabilities at all classification levels (http://www.apsc.gov.au/learn/integrated-leadership-system).  
Some background to the department
DPS is one of four departments based in Parliament House to support the work of the Federal Parliament.
DPS is the principal support agency for the operations of Parliament House—a building where more than 3,500 people work on sitting days and which nearly one million people visit each year.  




To fulfil the DPS mission of “serving the Australian people by supporting the Parliament and caring for Parliament House”, DPS has approximately 800 staff with a huge diversity of skills.  DPS has an annual operations budget of around $150 million to deliver a wide variety of services, including building maintenance, security, ICT, Hansard, broadcasting, and library and research services to the Parliament, parliamentary committees, Members and Senators and their staff and other building occupants.
The Presiding Officers (the President of the Senate and the Speaker of the House of Representatives) are jointly responsible for the department.  The Secretary of DPS is responsible to the Presiding Officers for the department’s efficient operation.
Information about DPS such as its annual report and strategic plan can be found on -http://www.aph.gov.au/About_Parliament/Parliamentary_Departments/Department_of_Parliamentary_Services/Publications. 
The website also includes a brochure about DPS and our staff— http://www.aph.gov.au/binaries/dps/wearedps-brochure.pdf.  

General advice to applicants
Employment opportunities in the Parliamentary Service are open to all Australian citizens and may be subject to a range of conditions including:
0. a requirement for a probationary period;
0. security and character clearances; 
0. working with children check; and 
0. a health clearance. 

Section 22 of the Parliamentary Service Act 1999 requires that employees of the Parliamentary Service are generally required to be Australian citizens.  If you are not an Australian citizen, you may still be considered for engagement on the condition that you are able to gain Australian Citizenship within a specified time.  Failure to obtain citizenship within the timeframe could lead to termination of engagement.
If you have accepted a redundancy benefit, within the previous twelve months, from a Commonwealth employer (including the Parliamentary Service and the Australian Public Service), you cannot be employed by DPS until your exclusion period (the number of weeks for which you received a redundancy benefit) has expired.  If you would like to discuss your eligibility, please contact HR Services on telephone (02) 6277 5200.
The Parliamentary Service Act 1999 provides for mobility between the Australian Public Service and the Parliamentary Service.
Conditions of employment and salary 
Conditions of employment and rates of pay for non-SES DPS staff are specified in:
0. the Department of Parliamentary Services Enterprise Agreement 2011;
0. the Parliamentary Service Act 1999;


0. Parliamentary Service Determinations; and
0. Parliamentary Service Commissioner’s Directions.
Superannuation
Employees may be required to make superannuation contributions under the Superannuation Act 1976, the Superannuation Act 1990, or the Superannuation Act 2005, whichever is applicable.  In addition DPS will pay an employer contribution rate as determined by the relevant fund. 


Page 6 of 33
RB TER 2013 - Applicant Information Pack

Page 7 of 32
RB TER 2013 - Applicant Information Pack
[bookmark: _GoBack]Duty Statement

	Classification:
	Parliamentary Executive Level 1

	Position No.:
	TBA

	Local Title:	
	Senior Researcher



	Branch:
	Research Branch

	Section:
	Various

	Immediate supervisor:
	Parliamentary Executive Level 2 (Director)

	Security assessment:
	Police check required



The Parliamentary Librarian is required by the Parliamentary Service Act 1999 to, among other things:
“… provide high quality information, analysis and advice to Senators and Members of the House of Representatives in support of their parliamentary and representational roles.”
The Act requires the Parliamentary Librarian to perform this function:
· in a timely, impartial and confidential manner; and
· maintaining the highest standards of scholarship and integrity; and
· on the basis of equality of access for all Senators, Members of the House of Representatives, parliamentary committees and staff acting on behalf of Senators, Members or parliamentary committees; and
· having regard to the independence of Parliament from the Executive Government of the Commonwealth.
Against this background, Senior Researchers undertake, under limited direction, duties in accordance with the agreed standards for a Parliamentary Executive Level 1. They provide high quality information, research and advisory services to achieve results in line with the organisation’s goals. The duties will include, but are not limited to, some or all of the following:

1 Providing high quality professional, specialist and technical research on complex issues (including by the identification, retrieval, analysis and synthesis of information from diverse sources) for the benefit of parliamentary clients and internal stakeholders.
2 Providing high quality analysis and advice to clients and internal stakeholders in relation the subject areas covered by the section.
3 Preparing research papers and information resources on a range of matters to inform parliamentary clients and other stakeholders, and that maintain the Library’s high standards of scholarship and integrity;
4 Providing high quality service delivery or corporate support functions, including managing client expectations, and undertaking project work and policy development.
5 Actively developing working relationships across the organisation, with other organisations, clients and other stakeholders that are effective, collaborative and strategic, including by supervising, mentoring and/or coaching other staff.


	Duties representing highest function:
	1-3

	Reviewed and approved by Assistant Secretary:
	Jonathan Curtis

	Date:
	19 February 2013




	


Selection Criteria

	Classification:
	Parliamentary Executive Level 1
	
	

	Position No.:
	TBA
	
	

	Local Title:	
	Senior Researcher
	
	



Note: The first five generic selection criteria are taken from the APSC integrated leadership system. Applicants will be expected to demonstrate how they would apply these skills to the requirements of the job as described. The APSC ILS Leadership Pathway (http://www.apsc.gov.au/ils/index.html) identifies and describes leadership capabilities at the EL1 and other levels. 
3. Shapes strategic thinking:
	Inspires a sense of purpose and direction 
	Focuses strategically 
	Harnesses information and opportunities 
	Shows judgment, intelligence and commonsense
Achieves results:
	Builds organisational capability and responsiveness 
	Marshals professional expertise 
	Steers and implements change and deals with uncertainty 
	Ensures closure and delivers on intended results
Cultivates productive working relationships:
	Nurtures internal and external relationships 
	Facilitates cooperation and partnerships 
	Values individual differences and diversity 
	Guides, mentors and develops people
Exemplifies personal drive and integrity:
	Demonstrates professionalism and probity 
	Engages with risk and shows personal courage 
	Commits to action 
Displays resilience 	
Demonstrates self-awareness and a commitment to personal development
Communicates with influence:
	Communicates clearly (orally and in writing)
	Listens, understands and adapts to audience 
	Negotiates persuasively
Eligibility and/or job specific requirements: Specialist knowledge and understanding of a subject area of relevance to the section, demonstrated ability to conduct high quality research, undertake analysis and provide advice on complex issues, and a capacity to develop new areas of expertise. Relevant tertiary qualifications are considered essential for some positions.[footnoteRef:1]  [1:  Qualifications must be relevant to the Section(s) in which the applicant is interested in working.
] 




Employees of DPS are required to be able, and to be seen to be able, to provide professional advice and services to all Senators and Members without favour or prejudice.

	Reviewed and approved by Assistant Secretary:
	Jonathan Curtis 

	Date:
	19 February 2013
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Duty Statement

	Classification:
	Parliamentary Executive Level 1

	Position No.:
	

	Local Title:	
	Senior Law Librarian



	Branch:
	Research Branch

	Section:
	Law and Bills Digest

	Immediate supervisor:
	Parliamentary Executive Level 2 (Director)

	Security assessment:
	Police check required



The Parliamentary Librarian is required by the Parliamentary Service Act 1999 to, among other things:
“… provide high quality information, analysis and advice to Senators and Members of the House of Representatives in support of their parliamentary and representational roles.”
The Act requires the Parliamentary Librarian to perform this function:
· in a timely, impartial and confidential manner; and
· maintaining the highest standards of scholarship and integrity; and
· on the basis of equality of access for all Senators, Members of the House of Representatives, parliamentary committees and staff acting on behalf of Senators, Members or parliamentary committees; and
· having regard to the independence of Parliament from the Executive Government of the Commonwealth.
Against this background, Senior Law Librarians undertake, under limited direction, duties in accordance with the agreed standards for a Parliamentary Executive Level 1. They provide high quality information, research and advisory services to achieve results in line with the organisation’s goals. The duties will include, but are not limited to, some or all of the following:
1 Providing high quality research on complex legal issues (including by the identification, retrieval, analysis and synthesis of information from diverse sources) for the benefit of parliamentary clients and internal stakeholders;
2 Preparing research papers and information resources on a range of matters to support the work of colleagues, particularly in the Law and Bills Digest section, inform parliamentary clients and other stakeholders, and that maintain the Library’s high standards of scholarship and integrity;
3 Evaluating strategic needs of clients and library staff for training in legal research and, in consultation with the Law and Bills Digest Director, ensuring training activities are delivered to meet these needs;
4 Evaluating and providing strategic advice on the Library’s law collection and databases; 
5 Providing high quality service delivery or corporate support functions, including managing client expectations, and undertaking project work and policy development; and
6 Actively developing working relationships across the organisation, with other organisations, clients and other stakeholders that are effective, collaborative and strategic, including by supervising, mentoring and/or coaching other staff.


	Duties representing highest function:
	1-2

	Reviewed and approved by Assistant Secretary:
	Jonathan Curtis

	Date:
	19 February 2013




Selection Criteria

	Classification:
	Parliamentary Executive Level 1
	
	

	Position No.:
	
	
	

	Local Title:	
	Senior Law Librarian
	
	



Note: The first five generic selection criteria are taken from the APSC integrated leadership system. Applicants will be expected to demonstrate how they would apply these skills to the requirements of the job as described. The APSC ILS Leadership Pathway (http://www.apsc.gov.au/ils/index.html) identifies and describes leadership capabilities at the EL1 and other levels. 
3. Shapes strategic thinking:
	Inspires a sense of purpose and direction 
	Focuses strategically 
	Harnesses information and opportunities 
	Shows judgment, intelligence and commonsense
Achieves results:
	Builds organisational capability and responsiveness 
	Marshals professional expertise 
	Steers and implements change and deals with uncertainty 
	Ensures closure and delivers on intended results
Cultivates productive working relationships:
	Nurtures internal and external relationships 
	Facilitates cooperation and partnerships 
	Values individual differences and diversity 
	Guides, mentors and develops people
Exemplifies personal drive and integrity:
	Demonstrates professionalism and probity 
	Engages with risk and shows personal courage 
	Commits to action 
Displays resilience 	
Demonstrates self-awareness and a commitment to personal development
Communicates with influence:
	Communicates clearly (orally and in writing)
	Listens, understands and adapts to audience 
	Negotiates persuasively
Eligibility and/or job specific requirements: Specialist knowledge and understanding of information sources and subject areas of relevance to the Law and Bills Digest section. Demonstrated ability to undertake complex information retrieval in law related subjects and produce high quality research on complex legal issues. The ability to apply research expertise across a broad range of areas of Australian and overseas law. Tertiary qualifications in librarianship and / or the information sciences are essential. Relevant tertiary qualifications in law are highly regarded.


Employees of DPS are required to be able, and to be seen to be able, to provide professional advice and services to all Senators and Members without favour or prejudice.

	Reviewed and approved by Assistant Secretary:
	Jonathan Curtis 

	Date:
	19 February 2013
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Duty Statement

	Classification:
	Parliamentary Service Level 6

	Position No.:
	TBA

	Local Title:	
	Researcher



	Branch:
	Research Branch

	Section:
	Various

	Immediate supervisor:
	Parliamentary Executive Level 2 (Director) or PEL1

	Security assessment:
	Police check required



The Parliamentary Librarian is required by the Parliamentary Service Act 1999 to, among other things:
“… provide high quality information, analysis and advice to Senators and Members of the House of Representatives in support of their parliamentary and representational roles.”
The Act requires the Parliamentary Librarian to perform this function:
· in a timely, impartial and confidential manner; and
· maintaining the highest standards of scholarship and integrity; and
· on the basis of equality of access for all Senators, Members of the House of Representatives, parliamentary committees and staff acting on behalf of Senators, Members or parliamentary committees; and
· having regard to the independence of Parliament from the Executive Government of the Commonwealth.
Against this background, Researchers undertake duties in accordance with the agreed standards for a Parliamentary Service Level 6. Applicants at this level will generally have established research abilities, subject or specialist expertise, an ability to deal with more complex and interrelated issues, exemplary client service standards, and a good understanding of corporate objectives. 

The work may cover a range of tasks associated with the application of subject matter or specialist expertise, and the provision of quality information, research and advisory services for clients and other interested parties to achieve results in line with the organisation’s goals. This may include, but is not limited to: 
1 Undertaking research tasks of a specialist or detailed nature (including by the identification, retrieval, analysis and synthesis of information from diverse sources), drawing on subject or specialist expertise, knowledge and experience;
2 Undertaking writing, advisory, information management and dissemination tasks (including by drafting more complex correspondence, preparing reports, information products, publications and papers, section and branch resources);
3 Developing and maintaining professional networks and specialised knowledge and understanding of diverse information sources; and
4 Contributing to corporate activities, including by providing administrative and technical support to the senior officers in the organisation.


	Duties representing highest function:
	1-2

	Reviewed and approved by Assistant Secretary:
	Jonathan Curtis

	Date:
	19 February 2013





Selection Criteria

	Classification:
	Parliamentary Service Level 6

	Position No.:
	TBA

	Local Title:	
	Researcher



Note: The first five generic selection criteria are taken from the APSC integrated leadership system. Applicants will be expected to demonstrate how they would apply these skills to the requirements of the job as described. The APSC ILS Leadership Pathway (http://www.apsc.gov.au/publications-and-media/current-publications/ils/aps-staff-ils-guide ) identifies and describes leadership capabilities at the APS 6 and other levels. 

1 Supports strategic direction:
Understands, supports and promotes the organisation’s purpose and direction
Thinks and plans ahead, identifying broader influences that may impact on the team’s work objectives
Researches, identifies, retrieves, investigates, manages and disseminates information from diverse sources, explores new and different viewpoints
Uses knowledge and experience, common sense and judgement to analyse what is important
Undertakes objective, systematic analysis, draws accurate conclusions based on evidence, recognises the links between interconnected issues, identifies problems and works to resolve them.

2 Achieves results:
Contributes own expertise and capitalizes on the expertise of others to achieve outcomes
Responds in a positive and flexible manner to change and uncertainty
Monitors progress and manages priorities 
Identifies opportunities for improving outcomes
Uses appropriate information management systems
Meets set deadlines and works under pressure to achieve expectations.
3 Supports productive working relationships:
Builds and sustains positive relationships with team members, stakeholders and clients. Proactively offers assistance for a mutually beneficial relationship
Actively listens to colleagues, clients and stakeholders
Encourages the exploration of diverse views and harnesses the benefits of such views
Works independently and collaboratively in a team environment
4 Displays personal drive and integrity:
Acts professionally at all times and operates within the boundaries of organisational processes, legal and policy constraints
Takes personal responsibility for meeting objectives and progressing work
Provides impartial and forthright advice, challenges issues constructively, and effectively justifies own position when challenged. 
Models the Parliamentary Service Values and Code of Conduct
Able to operate as an effective representative of the organisation
5 Communicates with influence:
Communicates with clients, internal staff and external agencies within parameters decided by senior management
Confidently presents messages in a clear, concise and articulate manner
Focuses on key points and uses appropriate, unambiguous language
Listens, understands and adapts communication style and message to the audience
Structures communications clearly and succinctly, both orally and in writing, to ensure clarity of advice, reports and submissions
Discusses issues credibly and thoughtfully and presents persuasive counter-arguments
Anticipates and identifies relevant stakeholder expectations and concerns.

6 Specialist knowledge, understanding and flexibility
Specialist knowledge and understanding of a subject area of relevance to a section(s) of the Research Branch and the ability and willingness to develop knowledge of new areas. Relevant tertiary qualifications are considered essential for some positions.[footnoteRef:2] 
 [2:  Qualifications must be relevant to the Section(s) in which the applicant is interested in working.
] 


Employees of DPS are required to be able, and to be seen to be able, to provide professional advice and services to all Senators and Members without favour or prejudice.

	Reviewed and approved by Assistant Secretary:
	Jonathan Curtis 

	Date:
	19 February 2013





Duty Statement

	Classification:
	Parliamentary Service Level 6

	Position No.:
	TBA

	Local Title:	
	Law Librarian



	Branch:
	Research Branch

	Section:
	Law and Bills Digest

	Immediate supervisor:
	Parliamentary Executive Level 2 (Director) or PEL1

	Security assessment:
	Police check required



The Parliamentary Librarian is required by the Parliamentary Service Act 1999 to, among other things:
“… provide high quality information, analysis and advice to Senators and Members of the House of Representatives in support of their parliamentary and representational roles.”
The Act requires the Parliamentary Librarian to perform this function:
· in a timely, impartial and confidential manner; and
· maintaining the highest standards of scholarship and integrity; and
· on the basis of equality of access for all Senators, Members of the House of Representatives, parliamentary committees and staff acting on behalf of Senators, Members or parliamentary committees; and
· having regard to the independence of Parliament from the Executive Government of the Commonwealth.
Against this background, Law Librarians undertake duties in accordance with the agreed standards for a Parliamentary Service Level 6. Applicants at this level will generally have established research abilities, subject or specialist expertise, an ability to deal with more complex and interrelated issues, exemplary client service standards, and a good understanding of corporate objectives. 

The work may cover a range of tasks associated with the application of subject matter or specialist expertise, and the provision of quality information, research and advisory services for clients and other interested parties to achieve results in line with the organisation’s goals. This may include, but is not limited to: 
1 Providing high quality research on legal issues (including by the identification, retrieval, analysis and synthesis of information from diverse sources), drawing on subject or specialist expertise, knowledge and experience;
2 Undertaking writing, information management and dissemination tasks (including by contributing to or preparing reports, information products and resources, and publications);
3 Providing training in legal research to parliamentary clients and internal stakeholders, including Library staff;
4 Developing and maintaining professional networks and specialised knowledge and understanding of diverse information sources; and
5 Contributing to corporate activities, including by providing administrative and technical support to the senior officers in the organisation.



	Duties representing highest function:
	1-2

	Reviewed and approved by Assistant Secretary:
	Jonathan Curtis

	Date:
	19 February 2013





Selection Criteria

	Classification:
	Parliamentary Service Level 6

	Position No.:
	TBA

	Local Title:	
	Law Librarian



Note: The first five generic selection criteria are taken from the APSC integrated leadership system. Applicants will be expected to demonstrate how they would apply these skills to the requirements of the job as described. The APSC ILS Leadership Pathway (http://www.apsc.gov.au/publications-and-media/current-publications/ils/aps-staff-ils-guide ) identifies and describes leadership capabilities at the APS 6 and other levels. 

1 Supports strategic direction:
Understands, supports and promotes the organisation’s purpose and direction
Thinks and plans ahead, identifying broader influences that may impact on the team’s work objectives
Researches, identifies, retrieves, investigates, manages and disseminates information from diverse sources, explores new and different viewpoints
Uses knowledge and experience, common sense and judgement to analyse what is important
Undertakes objective, systematic analysis, draws accurate conclusions based on evidence, recognises the links between interconnected issues, identifies problems and works to resolve them

2 Achieves results:
Contributes own expertise and capitalizes on the expertise of others to achieve outcomes
Responds in a positive and flexible manner to change and uncertainty
Monitors progress and manages priorities 
Identifies opportunities for improving outcomes
Uses appropriate information management systems
Meets set deadlines and works under pressure to achieve expectations
3 Supports productive working relationships:
Builds and sustains positive relationships with team members, stakeholders and clients. Proactively offers assistance for a mutually beneficial relationship
Actively listens to colleagues, clients and stakeholders
Encourages the exploration of diverse views and harnesses the benefits of such views
Works independently and collaboratively in a team environment
4 Displays personal drive and integrity:
Acts professionally at all times and operates within the boundaries of organisational processes, legal and policy constraints
Takes personal responsibility for meeting objectives and progressing work
Provides impartial and forthright advice, challenges issues constructively, and effectively justifies own position when challenged. 
Models the Parliamentary Service Values and Code of Conduct
Able to operate as an effective representative of the organisation
5 Communicates with influence:
Communicates with clients, internal staff and external agencies within parameters decided by senior management
Confidently presents messages in a clear, concise and articulate manner
Focuses on key points and uses appropriate, unambiguous language
Listens, understands and adapts communication style and message to the audience
Structures communications clearly and succinctly, both orally and in writing, to ensure clarity of advice, reports and submissions
Discusses issues credibly and thoughtfully and presents persuasive counter-arguments
Anticipates and identifies relevant stakeholder expectations and concerns

6 Specialist knowledge, understanding and flexibility
Specialist knowledge and understanding of information sources and subject areas of relevance to the Law and Bills Digest section. Demonstrated ability to undertake information retrieval in law-related subjects and produce high quality research on legal issues. The ability to apply research expertise across a broad range of Commonwealth law. Tertiary qualifications in librarianship and/ or the information sciences are essential. Relevant tertiary qualifications in law are highly regarded.

Employees of DPS are required to be able, and to be seen to be able, to provide professional advice and services to all Senators and Members without favour or prejudice.

	Reviewed and approved by Assistant Secretary:
	Jonathan Curtis 

	Date:
	19 February 2013




Duty Statement

	Classification:
	Parliamentary Service Level 5

	Position No.:
	TBA

	Local Title:	
	Research Assistant



	Branch:
	Research Branch

	Section:
	Various

	Immediate supervisor:
	Parliamentary Executive Level 2 (Director) or PEL1

	Security assessment:
	Police check required



The Parliamentary Librarian is required by the Parliamentary Service Act 1999 to, among other things:
“… provide high quality information, analysis and advice to Senators and Members of the House of Representatives in support of their parliamentary and representational roles.”
The Act requires the Parliamentary Librarian to perform this function:
· in a timely, impartial and confidential manner; and
· maintaining the highest standards of scholarship and integrity; and
· on the basis of equality of access for all Senators, Members of the House of Representatives, parliamentary committees and staff acting on behalf of Senators, Members or parliamentary committees; and
· having regard to the independence of Parliament from the Executive Government of the Commonwealth.
Against this background, PSL5 Researcher Assistants undertake duties in accordance with the agreed standards for a Parliamentary Service Level 5. Positions at this level work under general direction in relation to established priorities, task methodology and work practices to achieve results in line with the organisation’s goals. They generally require more developed research, analytical and communications skills and more developed subject or specialist knowledge than positions at the PSL4 level.
 
The work may cover a range of tasks associated with the provision of quality information, research and advisory services to clients and the provision of support to senior officers. This may include, but is not limited to: 
1 Undertaking research tasks (including by the identification, retrieval, analysis and synthesis of information from diverse sources), drawing on subject or specialist expertise;
2 Undertaking writing, advisory, information management and dissemination tasks, including the preparation of reports, information products, publications and papers, section and branch resources;
3 Developing and maintaining professional networks and knowledge and understanding of information sources and developments; and
4 Contributing to corporate activities, including by providing administrative and technical support to the senior officers in the organisation.



	Duties representing highest function:
	1-2

	Reviewed and approved by Assistant Secretary:
	Jonathan Curtis

	Date:
	19 February 2013





Selection Criteria

	Classification:
	Parliamentary Service Level 5

	Position No.:
	TBA

	Local Title:	
	Research Assistant



Note: The first five generic selection criteria are taken from the APSC integrated leadership system. Applicants will be expected to demonstrate how they would apply these skills to the requirements of the job as described. The APSC ILS Leadership Pathway (http://www.apsc.gov.au/publications-and-media/current-publications/ils/aps-staff-ils-guide ) identifies and describes leadership capabilities at the APS 5 and other levels. 

1 Supports strategic direction:
Understands and supports the organisation’s purpose and direction
Thinks and plans ahead, identifying broader influences that may impact on the team’s work objectives
Researches, identifies, retrieves, and manages information from diverse sources
Uses knowledge, experience, common sense and judgement to analyse what is important
Undertaken objective, systematic analysis, draws accurate conclusions based on evidence, identifies problems and works to resolve them

2 Achieves results:
Contributes own expertise and capitalizes on the expertise of others to achieve outcomes
Responds in a positive and flexible manner to change and uncertainty
Monitors progress and manages priorities 
Identifies opportunities for improving outcomes
Uses appropriate information management systems
Meets set deadlines and works under pressure to achieve expectations

3	Supports productive working relationships:
Builds and sustains positive relationships with team members, stakeholders and clients. 
Actively listens to colleagues, clients and stakeholders 
Recognises the positive benefits of diverse views and explores them
Works independently and collaboratively in a team environment

4	Displays personal drive and integrity:
Acts professionally at all times and operates within the boundaries of organisational processes, legal and policy constraints
Takes personal responsibility for meeting objectives and completing work
Provides impartial and forthright advice and can effectively justify own position when challenged. 
Models the Parliamentary Service Values and Code of Conduct
Able to operate as an effective representative of the organisation

5 Communicates with influence:
Communicates with clients, internal staff and external agencies within parameters decided by senior management
Confidently presents messages in a clear, concise and articulate manner
Focuses on key points and uses appropriate, unambiguous language
Listens, understands and adapts communication style and message to the audience
Structures communications clearly and succinctly, both orally and in writing, to ensure clarity of advice, reports and submissions
Discusses issues credibly and thoughtfully

6 Developed knowledge, understanding and flexibility
Developed knowledge and understanding of a subject area of relevance to a section(s) of the Research Branch and the ability and willingness to develop knowledge of new areas. Relevant tertiary qualifications highly desirable.[footnoteRef:3] 
 [3:  Qualifications must be relevant to the Section(s) in which the applicant is interested in working.
] 


Employees of DPS are required to be able, and to be seen to be able, to provide professional advice and services to all Senators and Members without favour or prejudice.

	Reviewed and approved by Assistant Secretary:
	Jonathan Curtis 

	Date:
	19 February 2013





Duty Statement

	Classification:
	Parliamentary Service Level 4

	Position No.:
	TBA

	Local Title:	
	Research Assistant



	Branch:
	Research Branch

	Section:
	Various

	Immediate supervisor:
	Parliamentary Executive Level 2 (Director) or PEL1

	Security assessment:
	Police check required



The Parliamentary Librarian is required by the Parliamentary Service Act 1999 to, among other things:
“… provide high quality information, analysis and advice to Senators and Members of the House of Representatives in support of their parliamentary and representational roles.”
The Act requires the Parliamentary Librarian to perform this function:
· in a timely, impartial and confidential manner; and
· maintaining the highest standards of scholarship and integrity; and
· on the basis of equality of access for all Senators, Members of the House of Representatives, parliamentary committees and staff acting on behalf of Senators, Members or parliamentary committees; and
· having regard to the independence of Parliament from the Executive Government of the Commonwealth.
Against this background, PSL4 Researcher Assistants undertake duties in accordance with the agreed standards for a Parliamentary Service Level 4. Positions at this level work under general direction within clear guidelines and established work practices and priorities, and require the application of knowledge, skills and techniques appropriate to the work area. 

The work may cover a range of tasks associated with the provision of quality information, research and advisory services to clients and the provision of support to senior officers. This may include, but is not limited to: 
1 Undertaking less complex research tasks including by the identification, retrieval, analysis and synthesis of information from multiple sources;
2 Undertaking less complex writing, advisory, information management and dissemination tasks, including the preparation of less complex reports, information products, publications and papers, section and branch resources;
3 Developing and maintaining professional networks and knowledge and understanding of information sources and developments; and
4 Contributing to corporate activities, including by providing administrative and technical support to the senior officers in the organisation.


	Duties representing highest function:
	1-2

	Reviewed and approved by Assistant Secretary:
	Jonathan Curtis

	Date:
	19 February 2013





Selection Criteria

	Classification:
	Parliamentary Service Level 4

	Position No.:
	TBA

	Local Title:	
	Research Assistant



Note: The first five generic selection criteria are taken from the APSC integrated leadership system. Applicants will be expected to demonstrate how they would apply these skills to the requirements of the job as described. The APSC ILS Leadership Pathway (http://www.apsc.gov.au/publications-and-media/current-publications/ils/aps-staff-ils-guide ) identifies and describes leadership capabilities at the APS 4 and other levels. 

1 Supports strategic direction:
Understands and supports the organisation’s purpose and direction
Thinks and plans ahead
Researches, identifies, retrieves, and manages information from multiple sources
Uses common sense and judgement to analyse what is important
Draws accurate conclusions based on evidence

2 Achieves results:
Contributes own expertise and identifies and uses resources wisely to achieve outcomes
Responds in a positive and flexible manner to change 
Works within agreed priorities 
Uses appropriate information management systems
Meets set deadlines and works under pressure to achieve expectations

3	Supports productive working relationships:
Builds and sustains positive relationships with team members and clients
Actively listens to colleagues and clients 
Recognises the positive benefits of diversity
Works independently and collaboratively in a team environment

4	Displays personal drive and integrity:
Acts professionally at all times and operates within the boundaries of organisational processes, legal and policy constraints
Takes personal responsibility for accurate completion of work
Provides impartial and forthright advice and can effectively justify own position when challenged. 
Models the Parliamentary Service Values and Code of Conduct
Ability to effectively represent the work area

5 Communicates with influence:
Communicates with clients, internal staff and external agencies within parameters decided by senior management
Confidently presents messages in a clear, concise manner
Focuses on key points and uses appropriate language
Listens, understands and adapts communication style and message to the audience
Structures communications clearly and succinctly, both orally and in writing, to ensure clarity of advice, reports and submissions

6 Knowledge, understanding and flexibility
Knowledge and understanding of a subject area of relevance to a section(s) of the Research Branch and the ability and willingness to develop knowledge of new areas. Relevant tertiary qualifications highly desirable.[footnoteRef:4]  [4:  Qualifications must be relevant to the Section(s) in which the applicant is interested in working.
] 


Employees of DPS are required to be able, and to be seen to be able, to provide professional advice and services to all Senators and Members without favour or prejudice.

	Reviewed and approved by Assistant Secretary:
	Jonathan Curtis 

	Date:
	19 February 2013
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Duty Statement

	Classification:
	Parliamentary Service Level 2

	Position No.:
	TBA

	Local Title:	
	Support Assistant



	Branch:
	Research Branch

	Section:
	Various

	Immediate supervisor:
	Director (PEL2) or PEL1

	Security assessment:
	Police check required



Under broad direction, undertake duties in accordance with the agreed standards for Parliamentary Service Level 2. The duties may include, but are not limited to, some or all of the following:
1 Provide secretarial and clerical/administrative support to information and research staff and the Director of the Section. 
2 Office administration duties.
3 Liaise with clients, staff and others, as required.
4 Other duties as directed by the supervisor. 

	Duties representing highest function:
	1-3

	Reviewed and approved by Assistant Secretary:
	Jonathan Curtis

	Date:
	19 February 2013




Selection Criteria

	Classification:
	Parliamentary Service Level 2

	Position No.:
	TBA

	Local Title:	
	Support Assistant



1 Ability to work under supervision, and work accurately and effectively under pressure to meet deadlines.
2 Ability to communicate effectively both orally and in writing.
3 Experience in the use of computers for office functions and willingness and capacity to acquire skills with new systems.
4 Sound interpersonal skills including the ability to work in a team, self-motivation and flexibility.

Employees of DPS are required to be able, and to be seen to be able, to provide professional advice and services to all Senators and Members without favour or prejudice.

	Reviewed and approved by Assistant Secretary:
	Jonathan Curtis 

	Date:
	19 February 2013





Please complete the application cover sheet and attach it to the front of your application.

The application coversheet is available on the DPS employment website - http://www.aph.gov.au/About_Parliament/Employment/Department_of_Parliamentary_Services#vac

Please quote “JO602” at the top of the application coversheet.
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