1. Question (p.56)

Senator PATERSON: Okay. Well | will be interested to have that when it is available.

But again, it sounds like it is broadly consistent. 18-19 was not a COVID year. So the CPSU’s
evidence that it was different because these years were COVID years does not appear to be
true.

Chair, noting the statement that you read out at the beginning of the hearing about the
consequences for giving false of misleading evidence to a committee, | want to flat that | think
this might need follow up from the committee for a subsequent explanation from the CPSU.
Because it appears to me that false evidence has been given to the committee. And | treat that
as a very serious matter. And | do not think we can conduct an inquiry like this if witnesses are
giving false evidence to us and we cannot rely upon it.

THE CHAIR: Okay, we will look back at the evidence after today and move forward from there
..(indistinct)... [11.40.11].

Ms Saunders: Thank you.

Senator KITCHING: Just on—yeah, just on the stats, could | ask how long in let us say the
2018/202019-2020/2021 and are you reporting these incidents on a calendar year or a financial
year? So | am right to say 20—all of calendar—

Ms Saunders: No, they are financial year.

Senator KITCHING: They are financial years.

Ms Saunders: Yes.

Senator KITCHING: So, can | get 2017-18, 2018-19, 2019-20, 2020-21? Nearly. Nearly done.
Ms Saunders: Yes. | know Ms Luchetti has that, so | will grab it for you.

Senator KITCHING: Just on the—firstly the number.

Ms Saunders: Yes.

Senator KITCHING: But also, the time it takes to finalise the code of conduct inquiries.

Ms Saunders: Yes, we can

Answer
Financial Year Matters referred Formal Investigations
2017-18 4 3
2018-19 12 7
2019-20 12 7
2020-21 4 3
Total 32 20

Of the 20 matters formally investigated, the following table provides a breakdown of the time
taken for each matter:
Financial Year referred to HR | Case Number  Time to completion in days

2017-18 Casel 169
2017-18 Case 2 183
2017-18 Case 3 102
2018-19 Case 4 388
2018-19 Case 5 241
2018-19 Case 6 197
2018-19 Case 7 225
2018-19 Case 8 190

2018-19 Case 9 91



2018-19 Case 10 148

2019-20 Case 11 164
2019-20 Case 12 176
2019-20 Case 13 114
2019-20 Case 14 127
2019-20 Case 15 50
2019-20 Case 16 209
2019-20 Case 17 25
2020-21 Case 18 61
2020-21 Case 19 244
2020-21 Case 20 In progress

2. Question (p.58)

Senator KITCHING: Yes. | know. Yes.

Ms Saunders: —with mediation.

Senator KITCHING: So with the investigators, where do they come from? | mean, do you have a
firm you use?

Ms Saunders: A variety. No, there is a variety. So there is a panel that we access as all other
agencies do.

Senator KITCHING: And you—is there a contract notice for that or can you give me the panel,
the names, just on notice? | do not need it now.

Ms Saunders: Yes. We can provide it.

Answer

Some investigations have been undertaken by external legal service providers, engaged under
the Whole of Australian Government Legal Services Panel (SON3622041). One provider used to
undertake investigations was engaged under the Department of Agriculture Investigation Panel
(SON3370416). Other providers used to undertake investigations have been engaged directly
under a limited tender as the cost of the investigation was less than $10,000.

3. Question (p.58)

Senator KITCHING: Just on the—do you piggy-back off another agency’s panel?

Mr Brigden: That is correct, yes.

Senator KITCHING: Which agency?

Mr Brigden: | have a feeling it is the Australian Tax Office Panel, but | would have to confirm
that.

Senator KITCHING: Yes, just if you—that would be great. In terms of their codes of conduct, the
formal, | think, parts of them. Or the formal investigations that have occurred since 202017-18,
how many—how many incidents or how many of those have the person being investigated have
asked for an—for an extension to time periods? Is it all of them?

Ms Saunders: We will have to get that to you on notice, Senator

Answer

Refer to the answer to question 2. Of the 20 formal investigations that have occurred since
2017-18, 9 employees asked for extensions during the code of conduct process (some multiple
extensions) and the extensions were granted by DPS.



4. Question (p.61)

Ms Saunders: | am sorry, Senator, there is one case—the one that Mr Stefanic was referring to
that | believe started in 2018 and it was not finally concluded through Fair Work Action until
either late 2019 or early 2020 and that involved extensive periods of time where the
investigation was extended because that particular person was requesting that from the
Department and we accepted that—

Senator KITCHING: No, | understand all that. So maybe in that instance, you are able to give me
the time from the start to initiation of Fair Work proceedings.

Ms Saunders: We—I think we can get that today

Answer

The employee was advised of the suspected breach of the code of conduct on 3 September
2018 and the final determination of sanction was made on 26 September 2019. The employee
lodged an application for remedy with the Fair Work Commission on 17 October 2019 and the
matter settled through conciliation.

5. Question (p.62)

Senator KITCHING: What is the typical advertising period? Do you have—so do you have, firstly,
a policy around advertising positions?

Ms Saunders: We have a recruitment policy.

Senator KITCHING: Are you able to table that?

Ms Saunders: Yes, we can get that for you.

Senator KITCHING: Thank you

Answer

The Department’s Human Resources policies are accessible to all parliamentary network users

6. Question (p. 65)

Senator KITCHING: No, okay. Could | get any of—could | get the advertisements or where for
example, Mr Stefanic or Ms Saunders that you were on a panel? Is that possible? | do not want
to—I do not want to overload you, so if it is too much work, | am not going to ask for it. But if
you could give me a sample—

Ms Saunders: No, we can—

Mr Stefanic: The advertisements for the roles?

Senator KITCHING: Sorry?

Mr Stefanic: The advertisements of the roles? For the roles is what you are after?

Senator KITCHING: Yes, for the director of ...(indistinct)... [11.55.44] and events director. How
many weeks that was advertised for? How many weeks Ms Tunningley’s position was advertised
for? And the advertisement. And | would also be interested in— were there other—did other—
so let us take for example the head of catering. Were there—did you have many applicants for
that role.

Answer

Samples are at Attachment A.



7. Question (p. 66)
Senator KITCHING: Thank you. | am going to ask you about—thank you. And thank
you for taking those things on notice. Could | ask you just about employee debts. So
where—I am just trying to find my questions. So where people have—where is a—
where an employee has been on long-term sick leave and the employee is sick, the leave
balances go into the negative. Is it true the Department is chasing an employee for a
debt of—in excess of $100,0007?
Ms Saunders: | Senator KITCHING: Thank you. | am going to ask you about—thank you. And thank
you for taking those things on notice. Could | ask you just about employee debts. So where—I am
just trying to find my questions. So where people have—where is a— where an employee has been
on long-term sick leave and the employee is sick, the leave balances go into the negative. Is it true
the Department is chasing an employee for a debt of—in excess of $100,000? Ms Saunders: | do not
know the exact number. Ms Luchetti has the details of that. Senator KITCHING: Yes, no, that is okay.
No, sorry, | think | said Ms Luchetti at Estimates but are you Luchetti? Ms Luchetti: No, that is
correct. Senator KITCHING: It is, good. Yes. C-H. Yes. Ms Luchetti: Yes, no, it is a ‘K’—that is correct,
Senator. Senator KITCHING: | am not sure Hansard’s—how Hansard is going to represent the ‘K’,
but— Ms Luchetti: Yes. Okay. But yes, that is correct. It was—Estimates but are you Luchetti?
Ms Luchetti: No, that is correct.
Senator KITCHING: It is, good. Yes. C-H. Yes.
Ms Luchetti: Yes, no, it is a ‘K’—that is correct, Senator.
Senator KITCHING: | am not sure Hansard’s—how Hansard is going to represent the
‘K, but—
Ms Luchetti: Yes. Okay. But yes, that is correct. It was—
Senator KITCHING: Yes, | was going to ask you about it. So how—do you communicate with the
employee—do you say, look, you know, you are taking leave, you are now in a negative balance.
Do you do that—I mean, | can imagine that if you are accruing a $100,000 approximately debt, |
mean, that is sort of —do you warn them that there is, | do not know, $5000, $10,000—how do
you do that?
Ms Luchetti: Yes. There had been communication early on with this employee’s sick leave with
the HR and with payroll and then the communication on both sides, just petered off. There was
requests probably in the last seven or eight months where we have been working really closely
with this employee and we have reached a resolution that both parties are very happy with.
Senator KITCHING: So | do not want to go into the details of the resolution, but how long did it
take them to accrue a $100,000 debt?
Ms Luchetti: It was close to about 18 months.
Senator KITCHING: So how many times did you communicate with the employee?
Ms Luchetti: We have a timeline that | do not have here. But there was—I would say at least
half a dozen or so times or more, then that we can get the exact details.
Senator KITCHING: And could | get the dates of the communications?
Ms Luchetti: Certainly.
Answer
DPS communicated with the employee in relation to a graduated return to work plan on the
following occasions:

Date

16/11/18

04/02/19



11/02/19
15/02/19
27/02/19
09/04/19
17/04/19
21/05/19
19/06/19
01/10/20
03/09/20
04/09/20
24/09/20
06/11/20

DPS communicated with the employee about the debt on 28 occasions and has entered into an
agreement on the repayment. The dates of the communications are set out below:

Date
20/11/20
23/12/20
24/12/20 to
11/01/21
04/02/21
05/02/21
09/02/21
26/02/21
01/03/21
08/03/21
10/03/21
17/03 /21
01/04/21
09/04/21
13/04/21
19/04/21
13/05/21
19/05/21
25/05 /21
26/05/21
28/05/21
28/05/21
07/06/21
16/06/21
16/06/21
17/06/21
21/06/21
21/06/21
21/06/21



8. Question (p.66)

Senator KITCHING: Can | get on notice, a breakdown of employee debts incurred? The reason
for the debt, the communication surrounding the debt, so how many times you communicated
with people and the amounts over the past four years, four financial years.

Ms Luchetti: Yes.

Ms Saunders: Sorry, Senator, can | just clarify. Are you asking for instances where staff members
have been overpaid and the Department has been seeking recovery of —

Senator KITCHING: Yes

Answer

e The information requested is at Attachment B.
e More detailed information regarding the reasons for the overpayment occurring
could identify staff members.

9. Question (p.67-68)

Senator KITCHING: So—yes. And | think we discussed this in estimates a couple of years ago.
Yes. Yes. Could | get a full break down of all unauthorised payroll deductions taken—that have
been taken without consultation? So that might be a very small number.

Ms Saunders: Senator, | think that might already be on the—

Senator KITCHING: No.

Ms Saunders: —public record. So—

Senator KITCHING: Can you update it?

Ms Saunders: —if it is, | will refer to that.

Senator KITCHING: Oh, great.

Ms Saunders: But if you would like anything since then—

Senator KITCHING: Since—

Ms Saunders: — since the—that period—

Senator KITCHING: Well, | would like that period because | think the discussion we had was
around the systems and | did ask you about unauthorised—so where you have taken money out
of an employee’s bank account

Ms Saunders: And we talked about the difference between automatic retrospective system—
Senator KITCHING: Yes.

Ms Saunders: —recovery and overpayment that required a different debt recovery process. Yes.
Senator KITCHING: Yes. So can | get, say, the last two financial years of that? Of where there is
an unauthorised—

Ms Saunders: So it ceased back when | provided evidence last, it was—all of those issues were
corrected so | am happy to establish that that is the case.

Senator KITCHING: Yes, and could | then get that year because | cannot even remember. It was
18—was it 18 or 19? Or something?

Ms Saunders: Yes, it was—I think it occurred in 2017. We were discussing the 2018. Yes

Answer

o Nil. There have been no unauthorised debt recovery actions from overpayments.



10. Question (p.72)

Ms Saunders: Not certain. [I—we have extensive consultation. There is so many opportunities
for consultation to occur. Each branch including security branch has its own work force
consolidative committee. The terms of reference that were amended, that he CPSU referred to
had an extensive process of consultation in and of itself which | guess culminated in the CPSU
and the—so the CPSU official and delegate both saying that they needed no more changes
made to that document and that there was adequate— the assessment presentation on that
committee. That committee meets regularly but CPSU’s invited to each of those meetings, but
has certainly not been to all of them. We have a peak consultative forum and | just wanted to
state that the CPSU has not asked for any items to be added to the agenda of that peak
consultative forum for the last 12 months other than the most recent meeting that was only a
matter of weeks ago where they established that—orally, that they would like some matters to
be raised in the next meeting. So we—we are just not getting feedback from

Senator PATERSON: | would be interested in what proportion of those meetings that CPSU are
invited to that they choose to attend and—

Ms Saunders: All of them.

Senator PATERSON: | know they are invited to all of them, but what—how often do they
attend?

Ms Saunders: Yes, we will provide that.

Senator PATERSON: Okay. Thank you. Thanks, Chair

Answer

CPSU Meeting attendance at the PSS Workplace Consultative Committee forums:

Meeting Date CPSU in Attendance
5 September 2019 Yes
7 November 2019 Yes
20 February 2020 Yes
14 October 2020 No
17 December 2020 Yes
1 March 2021 No
30 April 2021 No
9 June 2021 No

CPSU Meeting attendance at the DPS Workplace Consultative Committee forum

Meeting date CPSU attendance
13 March 2019 Yes
12 June 2019 Yes
25 September 2019 Yes
11 December 2019 No
18 March 2020 No
3 July 2020 Yes
23 September 2020 No
17 December 2020 Yes

10 March 2021 Yes



11. Question (pp.74-75)

Senator KITCHING: Just quickly. Last year | asked you a question on notice. It was a question on
notice 1823, dated 12 August 2020. Which sort of exposed that the Department had not
necessarily always appeared to the commonwealth procurement rule. So it was that question
on notice. So just on notice, how have procedures been revised to ensure the Department
complies with the requirements of CPRs at all times? Is the Department aiming for 100 per cent
compliance and could | get an updated figure for the 1920 financial year and an explanation for
each contract reported over 42 days. Why they were reported late, especially since the
Department on your evidence, Mr Stefanic, has a specialist procurement unit.

Mr Stefanic: | can take those on notice.

Answer

42 days AusTender reporting requirements are set under Commonwealth Procurement Rules
(CPRs) 7.16. There were 36 instances of non-compliance during 2019-20 financial year due to
administrative oversight.

Financial Year Within Over Percentage Total
42 days 42 days non- Contracts

compliance
2019-20 314 36 10.29% 350
2020-21 (as at 21 June 2021) 375 32 7.86% 407

There were 6 instances of non-compliance with other requirements under CPRs for the 2019-20
financial year.

ANAQ’s Australian Government Procurement Contract Reporting Update 2019-20 indicated that
17 per cent of publications in 2018—-19 was longer than the prescribed 42 days. DPS outcome
for 2019-20 and the current year is better than the Commonwealth average for 2018-19 with a
improving trend.

DPS has implemented process and system enhancements aimed resolving known administrative
oversights and has achieved significant improvements. Ongoing education continues to be a
core aspect of DPS’ compliance activities.

12. Question (p.77)

Senator KITCHING: Yes, but you asked—yes, yes. Are you able to provide a copy of all library
staff emails from year between January 2020 and today on notice? Just in relation—

Dr Heriot: | beg your pardon?

Senator KITCHING: Sorry, only the ones—all of the library. So from you, the library staff emails
between January 2020—Ilet us say all of 2020 from you to staff in relation to working from home
arrangements during the pandemic.

Dr Heriot: | can. | would note that the majority of communications around working from home
would have been centralised from DPS because library staff are DPS staff

Dr Heriot: —and they follow the central thing. | would also—
Senator KITCHING: Did you communicate with library staff, then, at all last year?



Dr Heriot: | communicated with library staff last year. | cannot remember, | am sorry, if |
communicated on this issue. And | cannot remember if | did communicate on that issue,
whether it might have been intrinsic to a person’s personal situation.

Senator KITCHING: Yes.

Dr Heriot: So | will have to take it on notice.

Senator KITCHING: Yes. Yes, no, no. | am not asking you to provide it now. But yes. So any
emails from you or any communication from you—let us not narrow it—from you to all library
staff in relation to working from home arrangements during 2020. Thank you.

Answer

The main vehicle for email communications from the Parliamentary Librarian to all staff is the
‘Library update’. In the period January 2020 to 18 June 2021, seventeen Library updates were sent
(Attachment C). Note that the names and other identifying information of non-SES staff have been
redacted for privacy reasons. Calendars setting out section meeting schedules have also been
removed.

To ensure consistency of messaging for all DPS staff, COVID related information, including that
related to working from home arrangements, was provided by the regular all staff emails from the
DPS COVID task force. In the period January 2020 to 18 June 2021, 54 DPS COVID updates were sent.

13. Question (p.79)

Senator KITCHING: Yes. Yes. So in terms of the—you did not—were there any online meetings
last year? All staff meetings online?

Dr Heriot: No, there were not all staff meetings online.

Senator KITCHING: So then 2019 was the last one? So the last quarter of 2019? Was it in
October, November, or December?

Dr Heriot: | would have to take that on notice.

Senator KITCHING: Yes, no, that is fine. Take it

Answer

Library all staff meetings are generally timed to coincide with meetings of the Parliamentary Joint
Committee on the Parliamentary Library. The last all staff meeting was held in July 2019 (the
proposed October 2019 meeting did not proceed). The last all staff gathering in 2019 was the
Christmas event.

In 2020 and 2021 to date, all staff gatherings were not possible due to COVID restrictions. An all staff
meeting scheduled for 17 March 2020 was cancelled.

During the period in 2020, when the majority of staff were working from home, weekly online
meetings were held with SES and directors, who in turn had weekly online section meetings.

14. Question (p.80)

Senator KITCHING: And how often were they?

Dr Heriot: Around fortnightly, | think.

Senator KITCHING: Could you just take on notice—just let me know if it was every fortnight?
And you have not had an all staff meeting this year, is that correct?



Dr Heriot: Not as yet. We have not been able to

Senator KITCHING: Not as yet. But you are going to in July or August or—

Dr Heriot: Well, we will schedule one shortly and that will work into the booking systems.
Senator KITCHING: Okay. But you have been sending out emails fortnightly this year as well?
Dr Heriot: No. Probably—I will have to take on notice.

Answer

Refer to answers to questions 12 and 13

15. Question (p.81)

Senator KITCHING: And | am going to put some question—look, | will just ask you one—do you,
on notice just tell me, who are the direct reports? And are there—so Mr Curtis, you are a direct
report? Okay. So could you just name those people?

Dr Heriot: | certainly—

Senator KITCHING: Yes.

Dr Heriot: |I—perhaps, some of them are not SES, so | prefer to name their positions—

Senator KITCHING: Okay if they are—

Dr Heriot: —if that is all right?

Senator KITCHING: Yes. If they are APS? Yes, thank you.

Dr Heriot: Absolutely. | am happy to do that

Answer
Staff reporting directly to the Parliamentary Librarian are (as at 22 June 2021)

Assistant Secretary Research (Jonathan Curtis)

A/g Assistant Secretary Library Collections and Databases (Heather Walsh)
Director Client services

Director Central Enquiry Point

Executive Officer Design Integrity and Special Collections

Executive Assistant

Director Art Collections

Nouvhswne
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16. Questions (p.82)

Senator KITCHING: Yes, yes. How are client requests allocated? So when it comes in, how does
it—is it decided that it is going to a particular person?

What is the prescribed timeframe from when a client request arrives to when it is allocated to a
researcher? So is it immediately or is it a week?

If clarification is required, or a client calls to extend a revisory request, that forms part of the
original request, as you said, yes. Thank you.

How is RefTracker utilised? How are client requests and research jobs recorded into RefTracker?
Can you assure me this happens 100 per cent of the time?

If, for example, two clients make exactly the same request on a topic three months apart, how is
already researched information shared to ensure efficiency between researches?

In the 19-20 DPS Annual Report, you reported that 302 research publications were released.
How many research publications were drafted and not released? | would like the same figures
for 18-19 and 17-18.

Dr Heriot—

Dr Heriot: | am sorry, can | just—

Senator KITCHING: Yes.

Dr Heriot: —clarify that, Senator? When you say they were drafted and not released do you
mean working progress drafted or complete and not released—

Senator KITCHING: Complete—I would like both

Answers

Parliamentary Library publications are subject to clearance and review processes to ensure that, as

set out in the Parliamentary Service Act 1999 they are impartial and maintain the highest standards
of scholarship and integrity (s. 38B(2)). These processes vary across publication types, as set outin a
series of Library Governance Papers.!

As flagged in evidence, this answer does not include research papers that are ‘works in progress’ at
various stages of drafting, quality control or clearance. Draft research publications are routinely
returned to the author for corrections or further refinement etc. as part of the quality control
process. This may be done by the peer reviewer, the section head, or the SES officer (Assistant
Secretary Research Branch) who authorises publication.

Some publications are prepared with specific deadlines and are not published if they are not ready
by that time: for example, a Bills digest is not generally published if not ready before a Bill has
passed in both Chambers, and Budget review articles are similarly time critical. In some cases, the
work can be used in other later publications.

In relation to works that were completed and not released, the Library does not specifically track
this, but it happens rarely. In the period 2018-2020, an estimated six publications did not proceed.
In one instance the author had left the Library and could not do the significant work required to
bring it to a publishable standard.

1 Governance Paper 5.12 - Parliamentary Library research publications; Governance Paper 5.13 - Preparing and
publishing Bills Digest; Governance Paper 5.16 - Parliamentary Library Blog, Flagpost.
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17. Question (p.84)

Senator KITCHING: Can | ask one clarifying question? In terms of—could you give me the dates
for—and the numbers of general expertise versus specialist expertise? And whether that is—the
specialist expertise has decreased more in the last few years?

Dr Heriot: | am not sure that | can. Because it is a slight—it is a complex question.

For example, we will employ—for example, an expert in education. But because we cannot have
an expert in every area that we get questions on from the parliament, because they have asked,
everyone who is an expert in one area develops expertise in other areas so they can answer the
whole raft of questions that we get.

So this has always sort of been a feature that we have sort of particular deep expertise and
more generalist to manage that.

The other factor that goes—and | am sorry, | do not want to sound unwilling to answer your
question. | am just giving you some context

Answer

Specialist knowledge is essential to answer the increasingly complex questions the Library receives;
as well as to support the work of the necessarily more generalist committee staff with inquiry work.

As noted in evidence, the question is difficult to answer in the terms stated and depends on how
specialisation is understood. All Library researchers are specialists in that they require qualifications
and experience in the discipline relevant to the specialist sections in which they work (for example,
all researchers in the Law and Bills Digest section must have qualifications in law). Researchers
cannot therefore readily move between sections. Decisions regarding the position requirements
individual recruitments are a matter for Research Branch directors in consultation with the Assistant
Secretary Research Branch.

The degree of sub-specialisation within a discipline varies across sections. Most senior researchers
specialise in specific subjects and these are listed in the subject content list on the Library intranet.
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Job Title: Executive Officer to the Secretary

Who we are looking for?

The Department of Parliamentary Services (DPS) is recruiting for an Executive Officer to the Secretary.

The Department of Parliamentary Services (DPS) supports the functions of the Australian Parliament and the
work of parliamentarians through the provision of professional services, advice and facilities, the ongoing
maintenance of Australian Parliament House; and makes the building, and the important activity that takes
place within it, accessible.

The Executive Officer to the Secretary provides a range of high level executive, secretariat, and project support
services to the Secretary including providing strategic advice, managing communications and implementing
strategies to support the achievement of the organisation’s strategic and operational objectives.

We are looking for a high performing individual with a track record of success as an Executive Officer orin a
similar fast-paced operating environment. You will have proven ability to establish successful working
relationships with a range of stakeholders and be flexible at balancing conflicting priorities.

To succeed in the role, you will be adept to anticipating and responding to contentious issues, managing

ambiguity and providing accurate advice in a politically complex environment often within tight timeframes,
while maintaining confidentiality and exercising diplomacy.

Eligibility and/or Job Specific Requirements
The successful applicant will be required to obtain and maintain a Negative Vetting Level 1 security clearance.

DPS welcomes applications from Aboriginal and Torres Strait Islander people, mature age people, people from
diverse backgrounds and people with a disability.

How to apply

Please upload a one page response (no more than 500 words) describing how your skills, knowledge and
experience make you the best person for this job, based on the duties and selection criteria outlined below.

Your application is a chance to tell us why you are the right person for the job. We want to know why you want

to work at DPS, why you are interested in the role, what you can offer us, and how your skills, knowledge,
experience and qualifications are applicable to the role.

Closing Date

Applications must be submitted by 11:30pm AEDT, Monday 13 January 2020.

Salary

Currently, the salary range for this position is $120,335 - $138,087
Salary can be negotiated, however this will be dependent upon the successful candidates experience, skills
and knowledge.

Duty Statement

Classification: PEL 2

Employment Type: Ongoing

Local Title: Executive Officer to the Secretary

Immediate supervisor: Secretary
Security assessment: Negative Vetting 1 (Confidential/Highly Protected/Secret)

https://performancemanager10.successfactors.com/xi/ui/rcmcommon/pages/jobReqPrintPreview.xhtml?drawButtons=true&joblD=25929&isExtern... 1/3



21/06/2021 Job Description Print Preview

Under limited direction, undertake duties in accordance with the agreed standards for a Parliamentary
Executive Level 2. The duties may include, but are not limited to, some or all of the following:

1. Prepare, manage and review the provision of high level communications and correspondence including
briefings, reports, submissions and notes to ensure the completeness, accuracy, and timeliness of
written information

2. Act as the Executive point of contact, liaise with stakeholders and action requests to coordinate
communication and proactively ensure responses meet deadlines

3. Provide issues management and support, responding to emerging issues to ensure effective resolution
with minimal risk to the organisation and the parliament

4. Research and prepare strategic advice, information and reports on diverse, complex and politically
sensitive matters to facilitate informed decision making

5. Lead and/or contribute to projects to support the achievement of organisation level strategic and
operational objectives

6. Provide secretariat services to high-level committees and meetings chaired by the Secretary

Duties representing highest function: All

Selection Criteria

1. Experience leading and delivering responsive executive services in a similar operating environment,
including providing secretariat services to high level committees.

2. High-level written and verbal communication skills.

3. Demonstrated ability to develop successful working relationships with a range of stakeholders, to
balance conflicting priorities with a customer-focused approach.

4. Demonstrated ability to manage ambiguity and provide accurate advice in a complex environment often
within tight timeframes, while maintaining confidentiality and exercising diplomacy.

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.

Contact Person

Name: Rob Stefanic
Phone Number: 02 6277 7100
Email: Rob.Stefanic@aph.gov.au

Working at Department of Parliamentary Services

DPS recognises and values the contribution that our diverse workforce makes and in return offers great
benefits. These include a competitive salary, onsite free parking and gym facilities, a wide range of
professional development opportunities so you can take your career further, and all of this in a friendly and
supportive environment. Conditions of service are in accordance with the DPS Enterprise Agreement
(available here).

If you think this role sounds like you and you’d like to work in a friendly, high quality team then DPS
welcomes your application.

Conditions of Employment

https://performancemanager10.successfactors.com/xi/ui/rcmcommon/pages/jobReqPrintPreview.xhtml?drawButtons=true&joblD=25929&isExtern... 2/3



21/06/2021 Job Description Print Preview

The Parliamentary Service Act 1999 provides for mobility between the Australian Public Service and the
Parliamentary Service. Employment opportunities in the Parliamentary Service may be subject to a range of
conditions of engagement including:

a) Australian citizenship

b) criminal history check and security clearances

C) possession of mandatory qualifications for certain jobs
d) health clearance, and

e) probation period of 6 months

Australian Citizenship

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.

Redundancy

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.

Advice to Applicants

Your application is a chance to tell us why you are the right person for the job. We want to know why you want
to work at DPS, why you are interested in the role, what you can offer us, and how your skills, knowledge,
experience and qualifications are applicable to the role. In a nutshell — why should we hire you?

Try not to duplicate information that can already be found in your resume, but do highlight any specific
examples or achievements that will demonstrate your ability to perform the role.

If you are unfamiliar with applying for APS jobs, the Australian Public Service Commission’s fact sheet
on applying for jobs may be useful: Applying for an APS Job: Cracking the Code

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
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Job Title: SES Band 1 - Assistant Secretary,
People and Governance Branch

Who we are looking for?

The Department of Parliamentary Services (DPS) is recruiting for an SES Band 1 - Assistant Secretary, People
and Governance Branch.

DPS supports the work of the Australian Parliament and Australian Parliament House (APH) and is responsible
for a wide range of services and facilities. DPS has over 1000 employees, working across a diverse range of
areas which includes corporate services, security and building maintenance, reporting and broadcasting, library
services, catering, visitor and art services and ICT services (at APH and Electorate Offices nation-wide).

With a vision to provide strategic, high quality, customer centred services to the Department and the
Parliament; we are recruiting for the role of Assistant Secretary, People and Governance Branch. The role
reports to the Chief Operating Officer (COO) and is responsible for strategically shaping, driving and delivering
effective people, governance and legal services for the Department. This role is crucial in providing
organisational leadership to a Branch of approximately 50 employees, and as a member of the DPS SES Team,
contributing to the overall strategic, planning, operational capacity and accountability of DPS. Sections
currently reporting to the Assistant Secretary, People and Governance Branch include HR Services & Strategy,
Risk, Audit, Planning and Performance Reporting and Legal Services.

Role overview

The People and Governance Branch provides people, governance and strategic advice services. This ensures
that DPS complies with its responsibilities under the Parliamentary Service Act 1999, the Public Governance,
Performance and Accountability Act 2013 and a range of other legislative obligations. The branch provides
legal services, risk management and audit, business continuity, planning and performance reporting, and HR
services. The Assistant Secretary People and Governance is responsible for strategically shaping, driving and
delivering high quality and effective people and governance services. The Assistant Secretary People and
Governance:

» manages delivery of responsive and professional people, governance and legal advice services for the
Department;

« fosters in People and Governance Branch, and through its services across DPS, an organisational culture
of collaboration and consultation;

» supports continuous improvement through innovation, customer-centred services and cultural
capabilities; and

 has a strong understanding and focus on accountability.

Eligibility and/or Job Specific Requirements

» Experience managing diverse issues and effectively leading the delivery of corporate services.

» A strong understanding of the Commonwealth governance, legislation and HR frameworks.

« Relevant legal qualifications, and/or experience providing complex legal advice.

» The successful applicant will be required to obtain and maintain a Negative Vetting 2 (Top Secret)
security clearance.

DPS welcomes applications from Aboriginal and Torres Strait Islander people, mature age people, people from
diverse backgrounds and people with a disability.

How to apply
Please upload a two page statement of claims (approximately 1,000 words) outlining:
« why you are interested in the role

» what you can offer DPS
 your relevant skills career history and achievements, and
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» your leadership attributes.

In addressing your statement of claims you should also take into account the selection criteria.

Closing Date

Applications must be submitted by 11:30pm AEST, Sunday 13 January 2019

Salary

Currently, the salary range for this position is Salary subject to negotiation

Duty Statement

Classification: SES Band 1

Employment Type: Ongoing

Position No.: 137315

Local Title: SES Band 1 - Assistant Secretary, People and Governance Branch
Branch: People & Governance

Immediate supervisor: Chief Operating Officer
Security assessment: Negative Vetting 2 (Top Secret)

Key responsibilities in accordance with agreed standards for SES Band 1 include, but not limited to:

The Assistant Secretary People and Governance is responsible for strategically shaping, driving and delivering
high quality and effective people and governance services. The Assistant Secretary People and Governance:
* manages delivery of responsive and professional people, governance and legal advice services for the
Department;
« fosters in People and Governance Branch, and through its services across DPS, an organisational culture
of collaboration and consultation;
« supports continuous improvement through innovation, customer-centred services and cultural
capabilities; and
 has a strong understanding and focus on accountability.

Reporting to the COO, the Assistant Secretary People and Governance Branch is a member of the DPS SES
team and appears with the Secretary at Senate Estimates hearings.

Duties include:
» Lead and manage the work of the Branch, and work with other branches and stakeholders, to deliver
DPS'’ priorities and projects, consistent with agreed timeframes and budget

» Provide strategic and technical advice to the Chief Operating Officer, the Secretary, DPS Senior
Executive and other internal and external stakeholders in relation to the work of the Branch

» Ensure governance and legislative frameworks are adhered to and best practices are adopted in delivery
of projects and services by the Branch

» Develop and maintain a framework in the Department that ensures fully compliant governance, sound
business planning, effective risk management, sound business continuity arrangements, continuous
improvement and coordinated service delivery

» As Head of Internal Audit, ensure that the operation of and compliance with governance and legislative
frameworks and practices are appropriately monitored and reported on

» Maximise the capacity and capability of people in the Branch, and the Department, to meet the current
and future needs to deliver on its objectives

» Represent the organisation in public forums and in inter departmental meetings.
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Selection Criteria

Shapes Strategic Thinking:
« Inspires a sense of purpose and direction
o Focuses strategically
o Harnesses information and opportunities
» Shows judgment, intelligence and common-sense

Achieve Results:
 Builds organisational capability and responsiveness
» Marshal’s 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 public service 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
 Listens, understands and adapts to audience
» Negotiates persuasively

Eligibility requirements:
» Experience managing complex issues and effectively leading the delivery of corporate services.
» A strong understanding of the Commonwealth governance, legislation, and HR frameworks.
» Relevant legal qualifications, and/or experience providing complex legal advice
» The successful applicant will be required to obtain and maintain a Negative Vetting 2 (Top Secret)
security clearance.

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.

Contact Person

Name: DPS Recruitment
Phone Number: 02 6277 5200
Email: DPS.Recruitment@aph.gov.au

Working at Department of Parliamentary Services

DPS recognises and values our diverse workforce and in return offers great benefits to employees. This
includes a competitive salary, onsite free parking and gym facilities, a wide range of professional development
opportunities so you can take your career further, and all of this in a friendly and supportive environment.
Conditions of service are in accordance with the DPS Enterprise Agreement (available here).

If you think this role sounds like you and you’d like to work with a collegiate and high performing team, then
DPS welcomes your application

Conditions of Employment

The Parliamentary Service Act 1999 provides for mobility between the Australian Public Service and the
Parliamentary Service. Employment opportunities in the Parliamentary Service may be subject to a range of
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conditions of engagement including:

a) Australian citizenship

b) criminal history check and security clearances

C) possession of mandatory qualifications for certain jobs
d) health clearance, and

e) probation period of 6 months

Australian Citizenship

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.

Redundancy

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.

Advice to Applicants

Your application is a chance to tell us why you are the right person for the job. We want to know why you want
to work at DPS, why you are interested in the role, what you can offer us, and how your skills, knowledge,
experience and qualifications are applicable to the role. In a nutshell — why should we hire you?

Try not to duplicate information that can already be found in your resume, but do highlight any specific
examples or achievements that will demonstrate your ability to perform the role.

If you are unfamiliar with applying for APS jobs, the Australian Public Service Commission’s fact sheet
on applying for jobs will be useful: Fact Sheet 4 - Applying for APS Jobs

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/working-in-the-aps/ils)
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SES Band 1 — Assistant Secretary, People and
Governance Branch

Who we are looking for?

The Department of Parliamentary Services (DPS) is recruiting for an SES Band 1 - Assistant Secretary,
People and Governance Branch.

DPS supports the work of the Australian Parliament and Australian Parliament House (APH) and is
responsible for a wide range of services and facilities. DPS has over 1000 employees, working across
a diverse range of areas which includes corporate services, security and building maintenance,
reporting and broadcasting, library services, catering, visitor and art services and ICT services (at APH
and Electorate Offices nation-wide).

With a vision to provide strategic, high quality, customer centred services to the Department and the
Parliament; we are recruiting for the role of Assistant Secretary, People and Governance Branch.

The role reports to the Chief Operating Officer (COO) and is responsible for strategically shaping,
driving and delivering effective people, governance and legal services for the Department. This role is
crucial in providing organisational leadership to a Branch of approximately 50 employees, and as a
member of the DPS SES Team, contributing to the overall strategic, planning, operational capacity
and accountability of DPS.

Sections currently reporting to the Assistant Secretary, People and Governance Branch include
HR Services & Strategy, Risk, Audit, Planning and Performance Reporting and Legal Services.

Interested applicants will need to demonstrate a proven experience in leading a large, complex and
diverse operation and driving change within a client-centred service environment. Experience
managing complex and diverse issues, a strong focus of accountability and the ability to deal with
ambiguity and change are critical to this role.

Role overview

The People and Governance Branch provides people, governance and strategic advice services. This
ensures that DPS complies with its responsibilities under the Parliamentary Service Act 1999, the
Public Governance, Performance and Accountability Act 2013 and a range of other legislative
obligations. The branch provides legal services, risk management and audit, business continuity,
planning and performance reporting, and HR services.

The Assistant Secretary People and Governance is responsible for strategically shaping, driving and
delivering high quality and effective people and governance services. The Assistant Secretary People
and Governance:

e manages delivery of responsive and professional people, governance and legal advice services
for the Department;

o fosters in People and Governance Branch, and through its services across DPS, an organisational
culture of collaboration and consultation;

e supports continuous improvement through innovation, customer-centred services and cultural
capabilities; and

SES Band 1- Assistant Secretary, People and Governance Branch




e has a strong understanding and focus on accountability.

Reporting to the COO, the Assistant Secretary People and Governance Branch is a member of the DPS
SES Team and appears with the Secretary at Senate Estimates hearings.

Eligibility and/or Job Specific Requirements
e Experience managing diverse issues and effectively leading the delivery of corporate services.

e Astrong understanding of the Commonwealth governance, legislation and HR frameworks.

Relevant legal qualifications, and/or experience providing complex legal advice.

The successful applicant will be required to obtain and maintain a Negative Vetting 2 (Top Secret)
security clearance.

DPS welcomes applications from Aboriginal and Torres Strait Islander people, mature age people,
people from diverse backgrounds and people with a disability.

How to apply
Please upload a two page statement of claims (approximately 1,000 words) outlining:

e why you are interested in the role

e what you can offer DPS

e your relevant skills career history and achievements, and
e your leadership attributes.

In addressing your statement of claims you should also take into account the selection criteria.

Closing Date
Applications must be submitted by 11:30pm AEST, 13 January 2019.

Remuneration

Conditions of employment and rates of pay for Senior Executive Service (SES) employees are
specified in a Determination made under Section 24 of the Parliamentary Service Act 1999, which will
be negotiated with the successful candidate.

SES Band 1- Assistant Secretary, People and Governance Branch




Duty Statement

Classification: Senior Executive Service Band 1

Position No.: 137315

Local Title: Assistant Secretary, People and Governance Branch
Division: Chief Operating Officer Division

Branch: People and Governance

Immediate supervisor: Chief Operating Officer

Security assessment: Negative Vetting 2

Key responsibilities in accordance with agreed standards for SES Band 1 include, but not limited to:

The Assistant Secretary People and Governance is responsible for strategically shaping, driving and
delivering high quality and effective people and governance services. The Assistant Secretary People
and Governance:

e manages delivery of responsive and professional people, governance and legal advice services
for the Department;

e fosters in People and Governance Branch, and through its services across DPS, an organisational
culture of collaboration and consultation;

e supports continuous improvement through innovation, customer-centred services and cultural
capabilities; and

e has a strong understanding and focus on accountability.

Reporting to the COO, the Assistant Secretary People and Governance Branch is a member of the DPS
SES Team and appears with the Secretary at Senate Estimates hearings.

Duties include:

e Lead and manage the work of the Branch, and work with other Branches and stakeholders, to
deliver DPS’ priorities and projects, consistent with agreed timeframes and budget

e Provide strategic and technical advice to the Chief Operating Officer, the Secretary, DPS
Executive Team and other internal and external stakeholders in relation to the work of the
Branch

e Ensure governance and legislative frameworks are adhered to and best practices are adopted in
delivery of projects and services by the Branch

e Develop and maintain a framework in the Department that ensures fully compliant governance,
sound business planning, effective risk management, sound business continuity arrangements,
continuous improvement and coordinated service delivery focus

e As Head of Internal Audit, ensure that the operation of and compliance with governance and
legislative frameworks and practices are appropriately monitored and reported on

e Maximise the capacity and capability of people in the Branch, and the Department, to meet the
current and future needs to deliver on its objectives

e Represent the organisation in public forums and in inter departmental meetings.
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Selection Criteria

Shapes Strategic Thinking:

Inspires a sense of purpose and direction

Focuses strategically

Harnesses information and opportunities

Shows judgment, intelligence and common-sense

Achieve Results:

Builds organisational capability and responsiveness
Marshal’s 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 public service 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
Listens, understands and adapts to audience
Negotiates persuasively

Eligibility requirements:

Experience managing complex issues and effectively leading the delivery of corporate services.

A strong understanding of the Commonwealth governance, legislation, and HR frameworks.
Relevant legal qualifications, and/or experience providing legal advice

The successful applicant will be required to obtain and maintain a Negative Vetting 2 (Top Secret)
security clearance.

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.
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Contact Person

Name: Cate Saunders
Phone Number: 02 6277 5501
Email: Cate.Saunders@aph.gov.au

Working at Department of Parliamentary Services

DPS recognises and values our diverse workforce and in return offers great benefits to

employees. This includes a competitive salary, onsite free parking and gym facilities, a wide range of
professional development opportunities so you can take your career further, and all of this in a
friendly and supportive environment. Conditions of service are in accordance with the DPS
Enterprise Agreement (available here).

If you think this role sounds like you and you’d like to work in a friendly, high quality team then DPS
welcomes your application.

Conditions of Employment

The Parliamentary Service Act 1999 provides for mobility between the Australian Public Service and
the Parliamentary Service. Employment opportunities in the Parliamentary Service may be subject to
a range of conditions of engagement including:

a) Australian citizenship

b) criminal history check and security clearances

c) possession of mandatory qualifications for certain jobs
d) health clearance, and

e) probation period of 6 months

Australian Citizenship

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.

Redundancy

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.

SES Band 1- Assistant Secretary, People and Governance Branch
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Job Title: SES Band 2 - First Assistant Secretary,
Corporate Services

Who we are looking for?

The Department of Parliamentary Services (DPS) is hiring for the position of First Assistant Secretary (SES
Band 2) — Corporate Services Division.

DPS supports Australia’s Parliament through innovative, unified and client-focussed services. The Department
delivers a broad range of services and experience that enable engagement with the parliamentary process and
is a custodian for Australian Parliament House which is a significant destination for citizens and international
visitors alike.

The Corporate Services Division provides a diverse range of services which include corporate, administrative
and strategic functions across the Department. These services include all aspects of risk, governance, legal,
human resources and public facing visitor engagement such as catering and events at Australian Parliament
House.

As part of the Department’s Executive Leadership Team and managing a division of approximately 150
employees, you will contribute to the overall strategic planning, operations and accountability of the
Department.

Your key responsibilities will include:

* Providing leadership to the Division whilst working with the other divisions to deliver the Department’s
priorities and projects.

* Providing strategic and technical advice to the Secretary, the Executive Leadership Team and other internal
and external stakeholders.

* as a member of the DPS Executive Committee, contributing to the overall strategic, planning, operational
capacity and accountability of DPS.

* ensuring that DPS complies with its responsibilities under the Parliamentary Service Act 1999, the Public
Governance, Performance and Accountability Act 2013 and a range of other legislative obligations.

* Developing an environment that ensures sound planning, effective risk management, continuous
improvement and a strong service delivery focus.

To be successful in this challenging and critical role within the Department, you will have proven experience in
leading a complex and diverse operation and driving change within a client-centred service environment.
Experience managing complex issues, a strong focus of accountability and the ability to apply judgement to
deal with ambiguity and change are critical to this role.

You will also have superior leadership capabilities with a calm and proactive attitude, as well as outstanding

leadership, interpersonal and relationship building skills. A working knowledge of government and parliament
is also an advantage.

Eligibility and/or Job Specific Requirements
Essential

» Demonstrated strong judgement and experience in managing complex, diverse and politically sensitive
issues.

« Experience in leading the delivery of a broad range of effective corporate and related services.

* A strong focus on accountability, a good understanding of Commonwealth human resources and governance
frameworks
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Desirable

» Experience managing legal teams is desirable.

« Strong business acumen to drive strategy of a food and beverage business (approximately $10M turnover)
» Working knowledge of government and parliamentary democracy

The successful candidate will be required to obtain and maintain a Negative Vetting 2 (Top Secret) security

clearance.

Applications are welcome from Aboriginal and Torres Strait Islander people, mature age people, people from
diverse backgrounds and people with a disability.

How to apply

Please upload a two page statement of claims (approximately 1,000 words) outlining:
» why you are interested in the role
» what you can offer DPS in context of the job specific requirements
« your relevant skills career history and achievements, and
 your leadership attributes.

In addressing your statement of claims you should also take into account the selection criteria.

Closing Date

Applications must be submitted by 11:30pm AEST, Monday 13 July 2020.

Salary

A highly attractive salary, which will be negotiated with the successful candidate, is on offer. This is a fantastic
opportunity to enjoy the lifestyle Canberra has to offer as well as having the opportunity of working in a
dynamic organisation that is a custodian for one of Australia’s most important and iconic buildings.

Duty Statement

Classification: SES Band 2

Employment Type: Ongoing

Position No.: 131362

Local Title: SES Band 2 - First Assistant Secretary, Corporate Services
Branch: N/A

Section: No Selection

Immediate supervisor: Deputy Secretary
Security assessment: Negative Vetting 2 (Top Secret)

Key responsibilities in accordance with agreed standards for SES Band 2 include, but not limited to:

The Corporate Services Division’s vision is to provide high quality, customer focused, responsive, integrated
and accountable services to the Department of Parliamentary Services (DPS) and the Parliament.

The FASCS is responsible for strategically shaping, driving and delivering high quality and effective corporate
services to the Department and visitor and catering and event services that support the Parliament. The FASCS
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fosters, across the Department, a culture that strives for professional customer focused service, increased
capability, forward planning, effective delivery, legislative compliance and accountability.

Reporting to the Deputy Secretary the FASCS oversees two branches which are the Corporate Operations
Branch and the Parliamentary Engagement Branch.
Duties include:

* Providing leadership to the Division whilst working with the other divisions to deliver the Department’s
priorities and projects.

* Providing strategic and technical advice to the Secretary, the Executive Leadership Team and other internal
and external stakeholders.

* as a member of the DPS Executive Committee, contributing to the overall strategic, planning, operational
capacity and accountability of DPS.

* ensuring that DPS complies with its responsibilities under the Parliamentary Service Act 1999, the Public
Governance, Performance and Accountability Act 2013 and a range of other legislative obligations.

« Developing an environment that ensures sound planning, effective risk management, continuous
improvement and a strong service delivery focus.

» Maximise the capacity and capability of people in the Division to meet the current and future needs to deliver
on its objectives.

» Represent the organisation in public forums and in inter departmental meetings.

» As a member of the DPS SES Team, appear with the Secretary at Senate Estimates hearings.

Selection Criteria

Experience and Qualifications

Essential

» Demonstrated strong judgment and experience in managing complex, diverse and politically sensitive issues.
* Experience in leading the delivery of a broad range of effective corporate and related services.

* A strong focus on accountability, a good understanding of Commonwealth human resources and governance
frameworks

Desirable

* Experience with managing in-house legal teams is desirable.

« Strong business acumen to drive strategy of a substantial food and beverage business (approximately $10M
turnover).

* A good understanding of the role of the Commonwealth Parliament and the operation of APH

Personal Attributes

« Willingness and ability to work both at hands-on and strategic levels, demonstrating judgement, intelligence
and common-sense as well as calmness under pressure

« Achieves results through the building of organisational capability; driving change; and ensuring quality
delivery on time and on budget
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* Cultivates and maintains productive working relationships with internal and external stakeholders

* Qutstanding communication skills with the ability to deliver orally and in writing to a broad range of
stakeholders

 Well-developed analytical skills

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.

Contact Person

Name: Catherine Zeman
Phone Number: 02 6277 2884
Email: catherine.zeman@aph.gov.au

Working at Department of Parliamentary Services

DPS recognises and values the contribution that our diverse workforce makes and in return offers great
benefits. These include a competitive salary, onsite free parking and gym facilities, a wide range of
professional development opportunities so you can take your career further, and all of this in a friendly and
supportive environment. Conditions of service are in accordance with the DPS Enterprise Agreement
(available here).

If you think this role sounds like you and you'd like to work in a friendly, high quality team then DPS
welcomes your application.

Conditions of Employment

The Parliamentary Service Act 1999 provides for mobility between the Australian Public Service and the
Parliamentary Service. Employment opportunities in the Parliamentary Service may be subject to a range of
conditions of engagement including:

a) Australian citizenship

b) criminal history check and security clearances

C) possession of mandatory qualifications for certain jobs
d) health clearance, and

e) probation period of 6 months

Australian Citizenship

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.

Redundancy

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.
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SES Band 2 - First Assistant Secretary,
Corporate Services

Who we are looking for?

The Department of Parliamentary Services (DPS) is hiring for the position of First Assistant Secretary
(SES Band 2) — Corporate Services Division.

DPS supports Australia’s Parliament through innovative, unified and client-focussed services. The
Department delivers a broad range of services and experience that enable engagement with the
parliamentary process and is a custodian for Australian Parliament House which is a significant
destination for citizens and international visitors alike.

The Corporate Services Division provides a diverse range of services which include corporate,
administrative and strategic functions across the Department. These services include all aspects of
risk, governance, legal, human resources and public facing visitor engagement such as catering and
events at Australian Parliament House.

As part of the Department’s Executive Leadership Team and managing a division of over 150 (check
number) employees, you will contribute to the overall strategic planning, operations and
accountability of the Department.

Your key responsibilities will include:

e Providing leadership to the Division whilst working with the other divisions to deliver the
Department’s priorities and projects.

e Providing strategic and technical advice to the Secretary, the Executive Leadership Team and
other internal and external stakeholders.

e as a member of the DPS Executive Committee, contributing to the overall strategic, planning,
operational capacity and accountability of DPS.

e ensuring that DPS complies with its responsibilities under the Parliamentary Service Act 1999, the
Public Governance, Performance and Accountability Act 2013 and a range of other legislative
obligations.

e Developing an environment that ensures sound planning, effective risk management, continuous
improvement and a strong service delivery focus.

To be successful in this challenging and critical role within the Department, you will have proven
experience in leading a complex and diverse operation and driving change within a client-centred
service environment. Experience managing complex issues, a strong focus of accountability and the
ability to apply judgement to deal with ambiguity and change are critical to this role.

You will also have superior leadership capabilities with a calm and proactive attitude, as well as
outstanding leadership, interpersonal and relationship building skills. A working knowledge of
government and parliament is also an advantage.
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Eligibility and/or Job Specific Requirements
Essential

e Demonstrated strong judgement and experience in managing complex, diverse and politically
sensitive issues.

e Experience in leading the delivery of a broad range of effective corporate and related services.

e A strong focus on accountability, a good understanding of Commonwealth human resources and
governance frameworks

Desirable
e Experience managing legal teams is desirable.

e Strong business acumen to drive strategy of a food and beverage business (approximately $10M
turnover)

e Working knowledge of government and parliamentary democracy

The successful candidate will be required to obtain and maintain a Negative Vetting 2 (Top Secret)
security clearance.

Applications are welcome from Aboriginal and Torres Strait Islander people, mature age people,
people from diverse backgrounds and people with a disability.

How to apply

Please upload a two page statement of claims (approximately 1,000 words) outlining:

e why you are interested in the role

e what you can offer DPS in context of the job specific requirements
e your relevant skills career history and achievements, and

e your leadership attributes.

In addressing your statement of claims you should also take into account the selection criteria.
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Closing Date

Applications must be submitted by 11:30pm AEST, [Insert date].

Salary

A highly attractive salary, which will be negotiated with the successful candidate, is on offer. This is a
fantastic opportunity to enjoy the lifestyle Canberra has to offer as well as having the opportunity of
working in a dynamic organisation that is a custodian for one of Australia’s most important and iconic
buildings.
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Duty Statement

Classification: Senior Executive Service Band 2

Employment Type: Ongoing

Position No.: 131362

Local Title: SES Band 2 — First Assistant Secretary, Corporate Services (FASCS)

Immediate supervisor: Deputy Secretary
Security assessment: Negative Vetting 2 (Top Secret)

Key responsibilities in accordance with agreed standards for SES Band 2 include, but not limited to:

The Corporate Services Division’s vision is to provide high quality, customer focused, responsive,
integrated and accountable services to the Department of Parliamentary Services (DPS) and the
Parliament.

The FASCS is responsible for strategically shaping, driving and delivering high quality and effective
corporate services to the Department and visitor and catering and event services that support the
Parliament. The FASCS fosters, across the Department, a culture that strives for professional
customer focused service, increased capability, forward planning, effective delivery, legislative
compliance and accountability.

Reporting to the Deputy Secretary the FASCS oversees two branches which are the Corporate
Operations Branch and the Parliamentary Engagement Branch.

Duties include:

e Providing leadership to the Division whilst working with the other divisions to deliver the
Department’s priorities and projects.

e Providing strategic and technical advice to the Secretary, the Executive Leadership Team and
other internal and external stakeholders.

e as a member of the DPS Executive Committee, contributing to the overall strategic, planning,
operational capacity and accountability of DPS.

e ensuring that DPS complies with its responsibilities under the Parliamentary Service Act 1999, the
Public Governance, Performance and Accountability Act 2013 and a range of other legislative
obligations.

e Developing an environment that ensures sound planning, effective risk management, continuous
improvement and a strong service delivery focus.

e Maximise the capacity and capability of people in the Division to meet the current and future
needs to deliver on its objectives

e Represent the organisation in public forums and in inter departmental meetings.

e As amember of the DPS SES Team, appear with the Secretary at Senate Estimates hearings.
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Selection Criteria

Experience and Qualifications

Essential

Demonstrated strong judgment and experience in managing complex, diverse and politically
sensitive issues

Experience in leading the delivery of a broad range of effective corporate and related services.

A strong focus on accountability, a good understanding of Commonwealth human resources and
governance frameworks

Desirable

Experience with managing in-house legal teams is desirable.

Strong business acumen to drive strategy of a substantial food and beverage business
(approximately $10M turnover)

A good understanding of the role of the Commonwealth Parliament and the operation of APH

Personal Attributes

Willingness and ability to work both at hands-on and strategic levels, demonstrating judgement,
intelligence and common-sense as well as calmness under pressure

Achieves results through the building of organisational capability; driving change; and ensuring
quality delivery on time and on budget

Cultivates and maintains productive working relationships with internal and external
stakeholders

Outstanding communication skills with the ability to deliver orally and in writing to a broad range
of stakeholders

Well-developed analytical skills

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.
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Contact Person

Name: Catherine Zeman
Phone Number: 02 6277 2884

Working at Department of Parliamentary Services

DPS recognises and values the contribution that our diverse workforce makes and in return offers
great benefits. These include a competitive salary, onsite free parking and gym facilities, a wide
range of professional development opportunities so you can take your career further, and all of this
in a friendly and supportive environment.

If you think this role sounds like you and you’d like to work in a friendly, high quality team then DPS
welcomes your application.

Conditions of Employment

The Parliamentary Service Act 1999 provides for mobility between the Australian Public Service and
the Parliamentary Service. Employment opportunities in the Parliamentary Service may be subject to
a range of conditions of engagement including:

a) Australian citizenship

b) criminal history check and security clearances

¢) possession of mandatory qualifications for certain jobs
d) health clearance, and

e) probation period of 6 months

Australian Citizenship

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.

Redundancy

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.
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Job Title: SES Band 1 - Assistant Secretary,
Communication and Corporate Relations

Who we are looking for?

With a vision to provide strategic, high quality, customer centred services to the Department of Parliamentary
Services and more broadly the Parliament; we are recruiting for the role of SES Band 1, Assistant Secretary,
Communication and Corporate Relations.

DPS supports the work of the Australian Parliament and Australian Parliament House (APH) and is responsible
for a wide range of services and facilities. DPS has over 1000 employees, working across a diverse range of
areas which includes corporate services, security and building maintenance, reporting and broadcasting, library
services, catering, visitor and art services and ICT services (at APH and Electorate Offices nation-wide).

This role reports directly to the Deputy Secretary and is responsible for strategically shaping, driving and
delivering effective internal and external communications, media relations and coordination of Senate
Estimates and Question on Notice processes for the Department. This role is crucial in providing organisational
leadership to a Branch of approximately 16 employees, and as a member of the DPS Senior Executive Service
(SES) team, contributing to the overall strategic, planning, operational capacity and accountability of DPS.

Sections currently reporting to the Assistant Secretary, Communication and Corporate Relations include Media
Relations, Communications, Parliamentary Coordination and Business Development.

Interested applicants will need to demonstrate proven experience in leading a complex and diverse operation
and driving change within a client-centred service environment. Experience managing communication and
media matters, a strong focus of accountability and the ability to deal with ambiguity and are critical to this
role.

As a member of the DPS SES team, your responsibilities will include:

 providing leadership to the branch whilst working with the other work units to deliver the Department’s
priorities and projects

» providing strategic and technical advice to the Secretary, the Executive Leadership Team and other
internal and external stakeholders

» contributing to the overall strategic, planning, operational capacity and accountability of DPS

» developing an environment that ensures sound planning, effective risk management, continuous
improvement and a strong service delivery focus.

Duty Statement

Classification: SES Band 1

Employment Type: Ongoing

Position No.: 139178

Local Title: SES Band 1 - Assistant Secretary, Communication and Corporate Relations
Branch: Communications and Corporate Relations

Section: No Selection

Immediate supervisor: Deputy Secretary
Security assessment: Negative Vetting 1 (Confidential/Highly Protected/Secret)

The Assistant Secretary, Communication and Corporate Relations is responsible for managing internal and
external communications and channels, media relations, coordination of Senate Estimates process and
Questions on Notice responses, key stakeholder and issues management.

Key responsibilities include:
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« Leading the Branch and providing direction by negotiating business priorities, budgets, setting performance
expectations, monitoring and evaluating performance outcomes that contribute to the achievement of the
Department’s Corporate Plan.

» As a member of the DPS SES, ensure consistency in approach and that decisions align with the Department’s
objectives.

* Proactively manage complex and sensitive issues, ambiguity and facilitate the development of innovative
solutions demonstrating high levels of integrity and judgement to deliver value for money outcomes for the
Department and the Australian Parliament.

* Provide timely, strategic, expert and authoritative advice to the Secretary.

« Adhere to and continually develop the framework of corporate policies, practices and ethical standards
required to drive performance and shape organisational culture consistent with the Department’s strategic
vision.

* Provide strategic and tactical advice to the Secretary and Deputy Secretary, on operational imperatives
including the implications of business decisions, resourcing, performance and critical incidents affecting the
Department and the Australian Parliament more broadly.

» Model aspirational leadership behaviours and work collaboratively with other members of the SES to provide
consistency and strength in strategic leadership and drive a culture of high performance.

» Develop and maintain effective working relationships with a diverse range of internal and external
stakeholders and nurture effective strategic partnerships to enable the work of the Australian Parliament.

» As a member of the DPS SES team, appear with the Secretary at Senate Estimates hearings.

Eligibility and/or Job Specific Requirements

Experience and Qualifications

Essential

» Demonstrated strong judgment and experience in managing complex, diverse and politically sensitive issues
* Experience leading the delivery of communications, media and related services

* A strong understanding of the Senate Estimates and Question on Notice Process, along with other
parliamentary related functions.

Desirable

* A good understanding of the role of the Commonwealth Parliament and the operation of Australian
Parliament House.

Personal Attributes

« Willingness and ability to work both at hands-on and strategic levels, demonstrating judgement, intelligence
and common-sense as well as calmness under pressure

« Achieves results through the building of organisational capability; driving change; and ensuring quality
delivery on time and on budget

« Cultivates and maintains productive working relationships with internal and external stakeholders

« Qutstanding communication skills with the ability to deliver orally and in writing to a broad range of
stakeholders

» Well-developed analytical skills.

The successful candidate will be required to obtain and maintain a Negative Vetting 1 (Secret) security
clearance.
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Applications are welcome from Aboriginal and Torres Strait Islander people, mature age people, people from
diverse backgrounds and people with a disability.

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.

How to apply

Please upload a two page statement of claims (approximately 1,000 words) outlining:
» why you are interested in the role

 what you can offer DPS in context of the job specific requirements

« your relevant skills career history and achievements, and

« your leadership attributes.

In addressing your statement of claims you should also take into account the selection criteria.

Closing Date

Applications must be submitted by 11:30pm AEST,7 October 2020.

Salary
A highly attractive salary, which will be negotiated with the successful candidate, is on offer. This is a fantastic

opportunity to enjoy the lifestyle Canberra has to offer as well as having the opportunity of working in a
dynamic organisation that is a custodian for one of Australia’s most important and iconic buildings.

Contact Person

Name: Catherine Zeman (Recruitment)
Phone Number: 02 6277 2884
Email: catherine.zeman@aph.gov.au

Working at Department of Parliamentary Services

DPS recognises and values the contribution that our diverse workforce makes and in return offers great
benefits. These include a competitive salary, onsite free parking and gym facilities, a wide range of
professional development opportunities so you can take your career further, and all of this in a friendly and
supportive environment.

If you think this role sounds like you and you’d like to work in a friendly, high quality team then DPS
welcomes your application.

Conditions of Employment

The Parliamentary Service Act 1999 provides for mobility between the Australian Public Service and the
Parliamentary Service. Employment opportunities in the Parliamentary Service may be subject to a range of
conditions of engagement including:

a) Australian citizenship

b) criminal history check and security clearances

€) possession of mandatory qualifications for certain jobs
d) health clearance, and

e) probation period of 6 months
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Australian Citizenship

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.

Redundancy

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.
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SES Band 1 — Assistant Secretary,
Communication and Corporate Relations

Who we are looking for?

With a vision to provide strategic, high quality, customer centred services to the Department of
Parliamentary Services and more broadly the Parliament; we are recruiting for the role of SES Band 1,
Assistant Secretary, Communication and Corporate Relations.

DPS supports the work of the Australian Parliament and Australian Parliament House (APH) and is
responsible for a wide range of services and facilities. DPS has over 1000 employees, working across
a diverse range of areas which includes corporate services, security and building maintenance,
reporting and broadcasting, library services, catering, visitor and art services and ICT services (at APH
and Electorate Offices nation-wide).

This role reports directly to the Deputy Secretary and is responsible for strategically shaping, driving
and delivering effective internal and external communications, media relations and coordination of
Senate Estimates and Question on Notice processes for the Department. This role is crucial in
providing organisational leadership to a Branch of approximately 16 employees, and as a member of
the DPS Senior Executive Service (SES) team, contributing to the overall strategic, planning,
operational capacity and accountability of DPS.

Sections currently reporting to the Assistant Secretary, Communication and Corporate Relations
include Media Relations, Communications, Parliamentary Coordination and Business Development.

Interested applicants will need to demonstrate proven experience in leading a complex and diverse
operation and driving change within a client-centred service environment. Experience managing
communication and media matters, a strong focus of accountability and the ability to deal with
ambiguity and are critical to this role.

As a member of the DPS SES team, your responsibilities will include:

e providing leadership to the branch whilst working with the other work units to deliver the
Department’s priorities and projects

e providing strategic and technical advice to the Secretary, the Executive Leadership Team and
other internal and external stakeholders

e contributing to the overall strategic, planning, operational capacity and accountability of DPS

e developing an environment that ensures sound planning, effective risk management, continuous
improvement and a strong service delivery focus.
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Duty Statement

Classification: Senior Executive Service (SES) Band 1

Employment Type: Ongoing

Position No.: 139178

Local Title: Assistant Secretary, Communication and Corporate Relations

Immediate supervisor: Deputy Secretary
Security assessment:  Negative Vetting 1 (Secret)

The Assistant Secretary, Communication and Corporate Relations is responsible for managing
internal and external communications and channels, media relations, coordination of Senate
Estimates process and Questions on Notice responses, key stakeholder and issues management.

Key responsibilities include:

e Leading the Branch and providing direction by negotiating business priorities, budgets, setting
performance expectations, monitoring and evaluating performance outcomes that contribute to
the achievement of the Department’s Corporate Plan.

e As amember of the DPS SES, ensure consistency in approach and that decisions align with the
Department’s objectives.

e Proactively manage complex and sensitive issues, ambiguity and facilitate the development of
innovative solutions demonstrating high levels of integrity and judgement to deliver value for
money outcomes for the Department and the Australian Parliament.

e Provide timely, strategic, expert and authoritative advice to the Secretary.

e Adhere to and continually develop the framework of corporate policies, practices and ethical
standards required to drive performance and shape organisational culture consistent with the
Department’s strategic vision.

e Provide strategic and tactical advice to the Secretary and Deputy Secretary, on operational
imperatives including the implications of business decisions, resourcing, performance and critical
incidents affecting the Department and the Australian Parliament more broadly.

e Model aspirational leadership behaviours and work collaboratively with other members of the
SES to provide consistency and strength in strategic leadership and drive a culture of high
performance.

e Develop and maintain effective working relationships with a diverse range of internal and
external stakeholders and nurture effective strategic partnerships to enable the work of the

Australian Parliament.

e As a member of the DPS SES team, appear with the Secretary at Senate Estimates hearings.
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Eligibility and/Job Criteria Requirements

Experience and Qualifications

Essential
e Demonstrated strong judgment and experience in managing complex, diverse and politically
sensitive issues

e Experience leading the delivery of communications, media and related services

e Astrong understanding of the Senate Estimates and Question on Notice Process, along with
other parliamentary related functions.

Desirable
e A good understanding of the role of the Commonwealth Parliament and the operation of
Australian Parliament House.

Personal Attributes

e Willingness and ability to work both at hands-on and strategic levels, demonstrating judgement,
intelligence and common-sense as well as calmness under pressure

e Achieves results through the building of organisational capability; driving change; and ensuring
quality delivery on time and on budget

e Cultivates and maintains productive working relationships with internal and external
stakeholders

e OQutstanding communication skills with the ability to deliver orally and in writing to a broad range
of stakeholders

o Well-developed analytical skills.

The successful candidate will be required to obtain and maintain a Negative Vetting 1 (Secret)
security clearance.

Applications are welcome from Aboriginal and Torres Strait Islander people, mature age people,
people from diverse backgrounds and people with a disability.

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.
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How to apply

Please upload a two page statement of claims (approximately 1,000 words) outlining:

e why you are interested in the role
e what you can offer DPS in context of the job specific requirements
e your relevant skills career history and achievements, and

e your leadership attributes.

In addressing your statement of claims you should also take into account the selection criteria.

Closing Date

Applications must be submitted by 11:30pm AEST, [Insert date].

Salary
A highly attractive salary, which will be negotiated with the successful candidate, is on offer. This is a
fantastic opportunity to enjoy the lifestyle Canberra has to offer as well as having the opportunity of

working in a dynamic organisation that is a custodian for one of Australia’s most important and iconic

buildings.

Contact Person

Name: XXXXXXXX
Phone Number: 02 6277 XXXXX
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Working at Department of Parliamentary Services

DPS recognises and values the contribution that our diverse workforce makes and in return offers
great benefits. These include a competitive salary, onsite free parking and gym facilities, a wide
range of professional development opportunities so you can take your career further, and all of this
in a friendly and supportive environment.

If you think this role sounds like you and you’d like to work in a friendly, high quality team then DPS
welcomes your application.

Conditions of Employment

The Parliamentary Service Act 1999 provides for mobility between the Australian Public Service and
the Parliamentary Service. Employment opportunities in the Parliamentary Service may be subject to
a range of conditions of engagement including:

a) Australian citizenship

b) criminal history check and security clearances

c) possession of mandatory qualifications for certain jobs
d) health clearance, and

e) probation period of 6 months

Australian Citizenship

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.

Redundancy

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.
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Job Title: First Assistant Secretary - Finance and
Property Services (Chief Financial Officer)

Who we are looking for?

The Department of Parliamentary Services (DPS) are hiring for the position of First Assistant Secretary (SES
Band 2) — Finance and Property Services Division that has been created to take responsibility for the financial
(as the Chief Financial Officer) and property functions (capital works and facilities management) of the
Department.

DPS supports Australia’s Parliament through innovative, unified and client-focussed services. The Department
delivers a broad range of services and experience that enable engagement with the parliamentary process and
is custodian for APH which is a significant destination for citizens and international visitors alike.

As part of the Department’s Executive Leadership Team and managing a division of over 200 employees, you
will contribute to the overall strategic planning, operations and accountability of the Department.

Your key responsibilities will include:

* Providing leadership to the Division whilst working with the other divisions to deliver the Department’s
priorities and projects

* Providing strategic and technical advice to the Secretary, the Executive Leadership Team and other internal
and external stakeholders

» Ensuring that the financial and governance framework and practices are adhered to

* Ensuring the effective maintenance and upgrades of the Australian Parliament House

 Developing an environment that ensures sound planning, effective risk management, continuous
improvement and a strong service delivery focus.

To be successful in this challenging and critical role within the Department, you will be CA/CPA qualified, have
extensive financial management experience in a commercial environment with exposure to capital works
and/or facilities management being highly desirable.

You will also have superior leadership capabilities with a calm and proactive attitude, as well as outstanding
leadership, interpersonal and relationship building skills. A working knowledge of government and parliament
is also an advantage.

Eligibility and/or Job Specific Requirements

Essential

» Demonstrated and high level commercial experience in a Chief Financial Officer or equivalent position with
CA/CPA qualifications

» Demonstrated experience managing large and complex multi-disciplinary teams

Desirable

 Experience in or exposure to capital works and/or property maintenance

* Experience in the Commonwealth'’s financial management framework and accounting frameworks or the
ability to quickly gain an understanding of these

» Working knowledge of government and parliamentary democracy

The successful applicant will be required to obtain and maintain a Negative Vetting 2 (Top Secret) security
clearance.

DPS welcomes applications from Aboriginal and Torres Strait Islander people, mature age people, people from
diverse backgrounds and people with disability.

How to apply
Please upload a two page statement of claims (approximately 1,000 words) outlining:

» why you are interested in the role
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» what you can offer DPS
« your relevant skills career history and achievements, and
* your leadership attributes.

In addressing your statement of claims you should also take into account the selection criteria.

Closing Date

Applications must be submitted by 11:30pm AEDT, 17 January 2020.

Salary

A highly attractive salary of between $250,000 and $275,000 plus generous superannuation and other benefits
is on offer for the successful candidate. This is a fantastic opportunity to enjoy the lifestyle Canberra has to
offer as well as having the opportunity of working in a dynamic organisation that is a custodian for one of
Australia’s most important and iconic buildings.

Duty Statement

Classification: SES Band 2

Employment Type: Ongoing

Position No.: 131342

Local Title: First Assistant Secretary - Finance and Property Services (Chief Financial Officer)

Immediate supervisor: Deputy Secretary
Security assessment: Negative Vetting 2 (Top Secret)

Key responsibilities will include:

* Providing leadership to the Division whilst working with the other divisions to deliver the Department’s
priorities and projects

* Providing strategic and technical advice to the Secretary, the Executive Leadership Team and other internal
and external stakeholders

* Ensuring that the financial and governance framework and practices are adhered to
* Ensuring the effective maintenance and upgrades of the Australian Parliament House

* Developing an environment that ensures sound planning, effective risk management, continuous
improvement and a strong service delivery focus.

Selection Criteria

Experience and Qualifications

Essential:

» Demonstrated and high level commercial experience in a Chief Financial Officer or equivalent position with
CA/CPA qualifications

» Demonstrated experience managing large and complex multi-disciplinary teams

Desirable:
* Experience in or exposure to capital works and/or property maintenance

* Experience in the Commonwealth'’s financial management framework and accounting frameworks or the
ability to quickly gain an understanding of these

https://performancemanager10.successfactors.com/xi/ui/rcmcommon/pages/jobReqPrintPreview.xhtml?drawButtons=true&joblD=25828&isExtern... 2/4



21/06/2021 Job Description Print Preview

» Working knowledge of government and parliamentary democracy

Personal Attributes

« Willingness and ability to work both at hands-on and strategic levels, demonstrating judgement, intelligence
and common-sense as well as calmness under pressure

« Achieves results through the building of organisational capability; driving change; and ensuring quality
delivery on time and on budget

* Cultivates and maintains productive working relationships with internal and external stakeholders

* Qutstanding communication skills with the ability to deliver orally and in writing to a broad range of
stakeholders

 Well-developed analytical skills

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.

Contact Person

Name: Andrew Sutton
Phone Number: 0412 618 975
Email: andrew@suttonrecruitment.com.au

Working at Department of Parliamentary Services

DPS recognises and values the contribution that our diverse workforce makes and in return offers great
benefits. These include a competitive salary, onsite free parking and gym facilities, a wide range of
professional development opportunities so you can take your career further, and all of this in a friendly and
supportive environment. Conditions of service are in accordance with the DPS Enterprise Agreement
(available here).

If you think this role sounds like you and you’d like to work in a friendly, high quality team then DPS
welcomes your application.

Conditions of Employment

The Parliamentary Service Act 1999 provides for mobility between the Australian Public Service and the
Parliamentary Service. Employment opportunities in the Parliamentary Service may be subject to a range of
conditions of engagement including:

a) Australian citizenship

b) criminal history check and security clearances

¢) possession of mandatory qualifications for certain jobs
d) health clearance, and

e) probation period of 6 months

Australian Citizenship

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.

Redundancy

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

https://performancemanager10.successfactors.com/xi/ui/rcmcommon/pages/jobReqPrintPreview.xhtml?drawButtons=true&joblD=25828&isExtern... 3/4



21/06/2021 Job Description Print Preview

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.

Advice to Applicants

Your application is a chance to tell us why you are the right person for the job. We want to know why you want
to work at DPS, why you are interested in the role, what you can offer us, and how your skills, knowledge,
experience and qualifications are applicable to the role. In a nutshell — why should we hire you?

Try not to duplicate information that can already be found in your resume, but do highlight any specific
examples or achievements that will demonstrate your ability to perform the role.

If you are unfamiliar with applying for APS jobs, the Australian Public Service Commission’s fact sheet
on applying for jobs may be useful: Applying for an APS Job: Cracking the Code

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

https://performancemanager10.successfactors.com/xi/ui/rcmcommon/pages/jobReqPrintPreview.xhtml?drawButtons=true&joblD=25828&isExtern... 4/4



PARLIAMENT OF AUSTRALIA

DEPARTMENT OF PARLIAMENTARY SERVICES




First Assistant Secretary — Finance and Property
Services (Chief Financial Officer)

Role Overview

The Department of Parliamentary Services (DPS) supports Australia’s Parliament through innovative,
unified and client-focussed services. The Department delivers a broad range of services and
experience that enable engagement with the parliamentary process and is custodian for APH which is
a significant destination for citizens and international visitors alike.

Following structural realighment within the Department, the position of First Assistant Secretary (SES
Band 2) — Finance and Property Services Division has been created to take responsibility for the
financial (as the Chief Financial Officer) and property functions (capital works and facilities
management) of the Department.

As part of the Department’s Executive Leadership Team and managing a division of over 200
employees, you will contribute to the overall strategic planning, operations and accountability of the
Department.

Your key responsibilities will include:

Providing leadership to the Division whilst working with the other divisions to deliver the
Department’s priorities and projects

Providing strategic and technical advice to the Secretary, the Executive Leadership Team and
other internal and external stakeholders

Ensuring that the financial and governance framework and practices are adhered to
Ensuring the effective maintenance and upgrades of the Australian Parliament House
Developing an environment that ensures sound planning, effective risk management,
continuous improvement and a strong service delivery focus.

To be successful in this challenging and critical role within the Department, you will be CA/CPA
qualified, have extensive financial management experience in a commercial environment with
exposure to capital works and/or facilities management being highly desirable.

You will also have superior leadership capabilities with a calm and proactive attitude, as well as
outstanding leadership, interpersonal and relationship building skills. A working knowledge of
government and parliament is also an advantage.

A highly attractive salary of between $250,000 and $275,000 plus generous superannuation and
other benefits is on offer for the successful candidate. This is a fantastic opportunity to enjoy the
lifestyle Canberra has to offer as well as having the opportunity of working in a dynamic organisation
that is a custodian for one of Australia’s most important and iconic buildings.




Selection Criteria/Eligibility Requirements

Essential

Demonstrated and high level commercial experience in a Chief Financial Officer or equivalent
position with CA/CPA qualifications

Demonstrated experience managing large and complex multi-disciplinary teams

The successful applicant will be required to obtain and maintain a Negative Vetting 2 security
clearance.

Desirable

e Experience in or exposure to capital works and/or property maintenance



How to apply
Please upload a two page statement of claims (approximately 1,000 words) outlining:

why you are interested in the role
what you can offer DPS
your relevant skills career history and achievements, and

your leadership attributes.

In addressing your statement of claims you should also take into account the selection criteria but
please do not supply a generic response against the selection criteria.

For more information including a copy of the information pack, please contact Andrew Sutton FCA on
0412 618 975 or via email andrew@suttonrecruitment.com.au.

Sutton

RECRUITMEN




Working at Department of Parliamentary Services

DPS recognises and values the contribution that our diverse workforce makes and in return offers
great benefits. These include a competitive salary, onsite free parking and gym facilities, a wide
range of professional development opportunities so you can take your career further, and all of this
in a friendly and supportive environment. Conditions of service are in accordance with the DPS
Enterprise Agreement (available here).

If you think this role sounds like you and you’d like to work in a friendly, high quality team then DPS
welcomes your application.




Job Title: SES Band 3 - Deputy Secretary

Who we are looking for?

At the Department of Parliamentary Services we support Australia’s Parliament and parliamentarians through
innovative, unified and client-focused services. We are responsible for delivering a broad range of services and
experiences that enable engagement with the parliamentary process. We are proud custodians for Australian
Parliament House as the pre-eminent symbol of Australian parliamentary democracy and as a significant
destination for our citizens and international visitors alike.

The Department offers a diverse, dynamic, challenging and flexible work environment with a positive and
inclusive culture that is committed to excellence and innovation in the services and support we provide to our
clients, to other stakeholders and to our staff.

The Deputy Secretary works in partnership with the Secretary, who is responsible for the delivery of the
department’s diverse range of corporate, advisory and estate services and is the Secretary’s delegate when
required.

We are seeking a candidate with exceptional strategic judgment, personal drive and resilience and strong
customer service focus.

As the Deputy Secretary in our department, you will be an integral part of the department’s Executive and will
be responsible for making significant contributions to the leadership and strategic management of the
department. You will possess excellent stakeholder management capability, and the capacity to work across
the parliament, Government and other key stakeholders.

Role Overview:

Key responsibilities of the role include:
» providing quality advice to the Secretary, Speaker of the House of Representatives and President of the
Senate
» managing departmental operations effectively and efficiently
» developing and supporting high performance and engagement of staff and
» managing key internal/external relationships effectively.

To be a strong contender for the role you will have a demonstrated record of achievement in driving and
delivering organisational and service reforms, possess excellent stakeholder and people management skills, a
proven capacity to consider multiple options to resolve complex issues, be adaptable to change, and
exceptional communication and negotiation skills to achieve the Department’s objectives in supporting the
Parliament of Australia. Importantly you will have a strong understanding (or rapidly develop an
understanding) of the role and operations of Parliament and Australian Parliament House.

Duty Statement

Classification: Senior Executive Service Band 3
Employment Type: Ongoing

Local Title: SES Band 3 - Deputy Secretary

Immediate supervisor: Secretary
Security assessment: Negative Vetting 2 (Top Secret)

Primary purpose of the role

The Deputy Secretary works in close partnership with the Secretary, providing executive leadership and
strategic direction to a diverse portfolio of corporate services and enabling functions to support achievement of
the Department’s objectives and outcomes that serve the Australian Parliament and support the Australian
Parliamentary Service.

The Deputy Secretary currently has specific oversight of the Finance and Property Services Division, Corporate
Services Division, Security Branch and Communications and Corporate Relations Branch. The position bears
nominal responsibility as the Chief Operating Officer and Chief Security Officer for the Department.
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21/06/2021

Job Description Print Preview

Key accountabilities

1

Lead and provide Senior Executive direction to a portfolio of programs across the Department,
negotiating budgets, setting performance expectations, and monitoring and evaluating performance
outcomes to contribute to achievement of the Department’s objectives and outcomes.

. Deputise for the Secretary where necessary to ensure a consistency of approach and that decisions

align with the Department’s objectives.

. Ability to work through complex and sensitive issues, manage ambiguity and identify innovative

solutions while working with sound integrity and judgement to deliver positive outcomes.

. Provide timely, strategic, expert and authoritative advice to the Secretary regarding the definition and

implementation of an appropriate framework of corporate policies, practices and ethical standards to
shape organisational culture consistent with the Department’s strategic vision.

. Provide strategic and tactical advice to the Secretary, Speaker of the House of Representatives and

President of the Senate (Presiding Officers) on operational imperatives including the implications of
business decisions, resourcing, performance and critical incidents affecting the Department and the
Australian Parliament more broadly.

. Model aspirational behaviours and work collaboratively with other members of the Executive to provide

strength in strategic leadership and drive a culture of high performance.

. Develop and maintain effective working relationships with a diverse range of internal and external
stakeholders and nurture effective strategic partnerships to enable the work of the Australian Parliament.

Key relationships include the Presiding Officers (as ministerial equivalents), Secretary, Executive
Committee, direct report division and branch heads, other senior executives of the parliamentary service
and security and intelligence agencies.

Selection Criteria

The required leadership capabilities are consistent with Integrated Leadership System SES Band 3 profile.
Further information can be obtained at this link: https://www.apsc.gov.au/integrated-leadership-system-ils-ses-
b3-profile

Preferred capabilities include:

demonstrated record of achievement in driving and delivering organisational and service reforms within
a corporate services role

excellent stakeholder and people management skills

exceptional strategic judgment and proven capacity to consider multiple options to resolve complex
issues

adaptable to change

exceptional communication and negotiation skills

strong understanding of the role and operations of Parliament and Australian Parliament House.

Eligibility and/or Job Specific Requirements

The successful applicant will be required to obtain and maintain a Negative Vetting 2 security clearance

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

DPS welcomes applications from Aboriginal and Torres Strait Islander people, mature age people, people from
diverse backgrounds and people with a disability.

How to apply

https://performancemanager10.successfactors.com/xi/ui/rcmcommon/pages/jobReqPrintPreview.xhtml?drawButtons=true&joblD=25928&isExtern...
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21/06/2021 Job Description Print Preview
Please upload a two page statement of claims (approximately 1,000 words) outlining:

why you are interested in the role

what you can offer DPS

your relevant skills career history and achievements, and
your leadership attributes.

In addressing your statement of claims you should also take into account the selection criteria but please do
not supply a generic response against the selection criteria.

Salary
Conditions of employment and rates of pay for Senior Executive Service (SES) employees are specified in a

Determination made under Section 24 of the Parliamentary Service Act 1999, which will be negotiated with the
successful candidate.

Closing Date

Applications must be submitted by 11:30pm AEDT, Monday 13 January 2020.

Contact Person

Name: Rob Stefanic
Phone Number: 02 6277 7100
Email: Rob.Stefanic@aph.gov.au

Working at Department of Parliamentary Services

DPS recognises and values the contribution that our diverse workforce makes and in return offers great
benefits. These include a competitive salary, onsite free parking and gym facilities, a wide range of
professional development opportunities so you can take your career further, and all of this in a friendly and
supportive environment. Conditions of service are in accordance with the DPS Enterprise Agreement
(available here).

If you think this role sounds like you and you’d like to work in a friendly, high quality team then DPS
welcomes your application.

Conditions of Employment

The Parliamentary Service Act 1999 provides for mobility between the Australian Public Service and the
Parliamentary Service. Employment opportunities in the Parliamentary Service may be subject to a range of
conditions of engagement including:

a) Australian citizenship

b) criminal history check and security clearances

€) possession of mandatory qualifications for certain jobs
d) health clearance, and

e) probation period of 6 months

Australian Citizenship

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.

Redundancy

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.

https://performancemanager10.successfactors.com/xi/ui/rcmcommon/pages/jobReqPrintPreview.xhtml?drawButtons=true&joblD=25928&isExtern... 3/4



Attachment B

Financial Year | Overpayment Overpayment Dates Employee Communication Follow Up Repayments Repayment Reason

Identified Amount pay Sent Communication Commenced Finalised

Changes to employment conditions that were not communicated and
2017/2018 $23,911 24 18/03/2017 - 9/08/2017 17/08/2017 and 6/12/2017 20/12/2017 25/07/2018 20/02/2020 processed in time to avoid overpayment.
2017/2018 $938.57 30/05/2018 15/03/2019 4/04/2019 25/07/2019 Retrospective changes to employee circumstances impacting penalty rates.
2017/2018 $647.90 28/08/17 - 18/10/2017 1/11/2017 15/11/2017 15/11/2017 15/11/2017 Retrospective changes to employee circumstances impacting penalty rates.
2017/2018 $919.52 30/10/2017 3/01/2018 7/02/2018 18/10/2018 SAP/Kronos Leave Audit outcome.

Changes to employment conditions that were not communicated and
2017/2018 $10,071 50 5/03/2018 - 4/04/2018 11/04/2018 22/06/2018 22/06/2018 processed in time to avoid overpayment.
2017/2018 $1,511.74 11/11/2016 - 25/11/2016 16/04/2018 27/06/2018 4/10/2018 Incorrect information upon commencement.

Changes to employment conditions that were not communicated and
2018/2019 $1,655.91 25/04/2019 - 12/05/2019 30/08/2019 4/09/2019 16/10/2019 processed in time to avoid overpayment.
2018/2019 $95.91 24/01/2019 27/09/2019 17/10/2019 17/10/2019 Administrative error.
2018/2019 $1,242.96 11/07/2018 29/06/2018 12/07/2018 13/06/2019 Administrative error.

Changes to employment conditions that were not communicated and
2018/2019 $3,289.91 3/05/2018 - 31/10/2018 8/11/2018 15/11/2018 2/05/2019 processed in time to avoid overpayment.

Changes to employment conditions that were not communicated and
2018/2019 $10,537.12 15/11/2018 - 9/01/2019 18/01/2019 2/05/2019 21/02/2019 2/05/2019 processed in time to avoid overpayment.
2018/2019 $1,155.00 27/12/2018 - 9/01/2019 22/03/2019 4/04/2019 1/04/2019 27/06/2019 Retrospective changes to employee circumstances impacting penalty rates.
2018/2019 $2,869.37 10/12/2018 - 26/12/2018 6/03/2019 7/03/2019 21/03/2019 21/03/2019 Retrospective changes to employee circumstances impacting penalty rates.
2018/2019 $441.81 7/01/2019 - 20/02/2019 22/02/2019 7/03/2019 21/03/2019 Retrospective changes to employee circumstances impacting penalty rates.
2018/2019 $951.49 22/09/2018 - 10/10/2018 6/03/2019 21/03/2019 4/04/2019 18/04/2019 Retrospective changes to employee circumstances impacting penalty rates.
2018/2019 $2,694.61 16/02/2019 - 17/02/2019 22/03/2019 28/03/2019 21/03/2019 30/05/2019 System issues that have subsequently been resolved.
2018/2019 $3,057.03 7/02/2019 22/03/2019 28/03/2019 17/04/2019 27/06/2019 System issues that have subsequently been resolved.
2018/2019 $673.76 1/4/2019 - 17/4/19 18/04/2019 23/04/2019 23/04/2019 Retrospective changes to employee circumstances impacting penalty rates.
2018/2019 $393.24 21/03/2019 - 17/04/2019 24/05/2019 13/06/2019 13/06/2019 Administrative error.
2018/2019 $1,156.19 15/04/2019 - 10/05/2019 7/06/2019 13/06/2019 13/06/2019 Retrospective changes to employee circumstances impacting penalty rates.
2018/2019 $261.46 1/02/2019 6/06/2019 13/06/2019 27/06/2019 System issues that have subsequently been resolved.

Changes to employment conditions that were not communicated and
2019/2020 $1,363.24 25/06/2019 - 7/07/2019 23/08/2019 23/09/2019 18/09/2019 2/10/2019 processed in time to avoid overpayment.

Changes to employment conditions that were not communicated and
2019/2020 $3,658.50 13/05/2019 - 10/07/2019 15/07/2019 29/04/2020 25/07/2019 23/07/2020 processed in time to avoid overpayment.
2019/2020 $1,709.27 8/09/2019 26/09/2019 20/01/2020 30/10/2019 19/02/2020 Outstanding debt upon cessation.
2019/2020 $1,826.78 1/07/2019 - 4/07/2019 2/10/2019 24/06/2020 16/10/2019 24/06/2020 Changes to pay cycle on move between work areas with different entitiements.
2019/2020 $1,590.07 29/06/2019 - 13/11/2019 26/11/2019 26/11/2019 11/12/2019 11/12/2019 Incorrect information upon commencement.
2019/2020 $246.33 25/04/2020 18/05/2020 11/06/2020 27/05/2020 10/06/2020 Retrospective changes to employee circumstances impacting penalty rates.
2019/2020 $297.48 25/04/2020 21/05/2020 5/07/2020 27/05/2020 8/07/2020 Retrospective changes to employee circumstances impacting penalty rates.
2019/2020 $212.06 25/04/2020 21/05/2020 21/06/2020 27/05/2020 24/06/2020 Retrospective changes to employee circumstances impacting penalty rates.
2019/2020 $1,805.07 5/11/2020 - 14/05/2020 27/05/2020 24/06/2020 10/06/2020 24/06/2020 Retrospective changes to employee circumstances impacting penalty rates.
2019/2020 $631.02 1/06/2020 18/06/2020 24/06/2020 8/07/2020 Retrospective changes to employee circumstances impacting penalty rates.
2020/2021 $629.35 5/06/2020 - 10/06/2020 15/10/2020 15/11/2020 24/12/2020 24/12/2020 Outstanding debt upon cessation.

Employee on long term leave, whose status was not updated leading to a
protracted length of time the employee was paid without adequate leave

2020/2021 $107,821.39 30/05/2019 - 19/08/2020 19/10/2020 Significant additional communication since debt notified. balances.
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From the Parliamentary Librarian .

Dear Colleagues

It seems appropriete to cicse our first sitting fortnight, and Library Lovers’ Day, with the first
issue of Likrary Update for 2020.

This summer has been a difficult one, with the bushfires having widespread and devastating
impacts, and the hailstorm causing localised loss and mayhem. A reminder that if you or your
families need assistance, now or over the months ahead, the Employee Assistance Program
offers a confidential, and free, cocunselling service {1300 360 364).

Turning to matters parliamentary, the Joint Standing Committee on the Parlizmentary Library
met on the Monday of the first sitting week, and had a lively and engaged discussion about
our services, future challenges anc demanids, and about the next client evaluation whick will
go to market In the first half of this year.

This week members of the Committee alsc joined other guests from the Parliament and the
national cultural institutions at the Presiding Officers’ reception for the 2020 Summer Scholar
cohort.

In addition te the expected increase in the tempo of client requests, we’ve had a fuli program

of lectures/roundtables, a drop in session in the Senators and Members Reading Room, and

the annual Summer Scholar presentations. Sadly, this week sees the end of and
placements.

Despite the myriad excitements ir the chambers. the Joint Chairs of the Library Committes
also found time te help us mark Library Lovers’ Day.
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Thanks to the novella of Library staff (or insert your collective noun of choice), who rallied to
the cause for yesterday’s photo call. We often needed "talent” for photos to use in
premeticnal images and on zocial media, and also voices Lo use when we are producing
promotional videos. If you are interested in helping out the Library's Publishing team b
taking part in either photo shoots or audio recordings (or both) please let

know. The commitment is small and may be 10 or 15 ming which
&rouna your availability.

tnay will work

1 woulcd also like to thank, belatadly, the members of the Parliamentary Library Mentoring

Program Working Group

for their compraenensive
ana iiormative report ana ieCoiminenaations {S€e attacned ). sonawnan, Liz and I will be
working through the recommendations over the next few months with the alm of having a
program in place by June.

Finally, next week I will be cut of the offica until Wednesday afternoon - though cnling
intgrmittently.

Happy trails
Dianne

ZRstum o top



Staff News and Announcements

o Welcome to — who has comimeniced i the Social Policy secticn as a
Senler & ssearc er

o Welcom &0_ who has joined the EMMS tean: as a Digitisation

Officer.
who

e Welcome toﬂ
EMMS Dafta Remediation icer.

as joined Collections and Discovery as a Senior

e Welcome to whe has joined the Digitisation Unit as Digitisation Support

Assistant,
* Welcome ‘{o_ who has joined the Digitisation Projects team as a

Uigitisation Support Assistant
e Welcome to whe hae foined the Digitisation Projects team as &

Digitisation Support Assistant

+ wetcome to SN
Digitisation Projects Officer

+ Welcome to_ who pes commenced 85 the Assistant Innovation Officer in
LCDB.

wne hze joined Digitisation Projects team as a

Z.Betum to top

Under the Lens
Each week in Library Updste wa will be introducing new staff with a short profiie and photo.

Can Directors please ask new staff to fill in the linked form as part of their induction and
email it - This will ensure that we have the information needed for tha telephone

list, pass access as well az the Library Update snd Guide to Sarvica.

htto://dos.parl.net/~/media/dps/carliamentary%20librarv/staffina/new starter form.pdf?la=

en

This weszk we are gatting o know_ whe has

commenced in the Social Pziicy section as a Senior Researchear.
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Frem the dssistant Secretary, Ressarch Branch

Hi Everyone,

1 hope you're enjoving the more pleasant (and igss catastrephic) westher. 1¥’s nice to be an
my bike agein without choking on smbice, being blown away, peliad with hail stones or burmt
to a crisp in the haat!

We have several iectures scheduled this week that should be interesting: on Tuesday Captain
Cook and first contact from an Indigenous perspective and Wednesday a look at labour
market statistics, which might b2 a good one for the data nerds... ©

A general reminder to keep an eve on due dates for the compulsory training units such as
work, health and safety; security awareness; fraud awareness, and information and records
management. And on the subject of security awareness, keep in mind the importance of

keeping confidential materiais off your desk or having client related conversations in places
where othars could overhear you (the CEP or the coffee queue baing obvicus examples).

Jonathan Curtis

2 Returmn to top

Staff News and Announcamanis

o Welcome to F whe has commenced as a Library Assistant in the
Acquisitions arnd Serials section

2 Return to top



Under the Lens
Each wesk in Library Update we wili be introducing new staff with & short profile and photo.

Can Directors please ask new staff to fill in the linked form as part of their induction and
ernail it to [l Tris will ensure that we have the infermation needad for the telephone
list, pass access as well as the Library Update and Guide to Service.
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From the Parliamentary Librarian

Dear Colleaguses

It has been an interesting weel¢, with the unusually heavy rains no doubt due to the roof
replacement currently underway at my home.

And of course, things in the Library are buzzing due to the combination of estimates and the
House sitting.

On the subject of estimates, you wil all no doubt be aware of Senator Kitching’s questions of
me at Menday's hearings. By way of background, it relates to an FOI request to the APSC for
release of results from the 2018 employee survey which is, I understand, currently being
considered by the OIAC.

As you may recal! from our discussions at the time, the Library’s survey results were overall
very positive;, as were the 2819 results, showing the overwhelming majarity of Library staff
were highly metivated, reperted high levels of job satisfaction, were very engaged with their
worlk, their teams and work of the Library, and were willing ‘to go the extra mile’. It did, of
course, identify a number of arsas for improvement, including a focus on innovation and risi
taking, staff deveiopment and SES communication. Jonathan, Liz and I have been working
with teams across the Library and with Directors to bolster cur strength in these areas, which
has led to the Strategic Workforce Plan, the Shippit Day, and the Mentoring Working Group.

I'm pleased to say, we are weli progressed against the various milestones and targets set in
the Workforce Plan and mentering report - both of which have been discussed by the ISCPL
over the past year or so. As part of this, we're currently working with Greg Seberry on
ceaching training for SES and Directors which will run in June, and we expect to be able tc
provide you all information about the rext steps in the mentoring program shortly.



COver the past couple of waeks, Liz, Jonathan and 1 have alst been working with colleagues in
DPS to ensure the Library is able to manage issues which may arise relating to COVID-19.
I'm sure you've 2ll read yesterday’s information circular. As I was reminded when listening to
the local AMA President oh ABC 666 yesterday morning, prevention and care strategies for
this centre on practical hygiene (rather than stockpiling toilet rolls), and staying &t home if
unwell,

Happy as ever te discuss this and cther matters at our upcoming all Library rmeeting. We are
just trying to confirm a date/time with our guest speaker.

And finally - this week the Speaker paid tribute to our coliesgue and friend Indra who is on
fonig leave ahead of her retirement this month.

SPEECH
Bats Monday, 2 March 2020 Source Houss
Page &7 Proof Yes
Questioner rRespandar
Speaker Smith, Tony, MFP Gusstion No.

The SPEAKER (14:20): For the information of honourable members, I'd like to advise that a well-liked. well-
known and well-cespected member of onr Parliamentary Library team 15 soon to retire. Indra Kuruppu is a
longstanding member of the Eeonomic Policy Seetion of the Library. T asked Indra many policy requesis and
research requests over the vears smd gol to koow her very well. She policed my conungs and geings from the
Library. She joins us 1o the Speakers Gallery roday. On behalf of all members, I'wish you a very happy retivement.

Happy trails

Dianne
A I to

Strategic Workforce Plan Update

The following objectives from the Strategic Woerkforce Plan are currently in train:

e A targeted coaching program is scheduled to transfer knowledge, develop skills and
enhance performance:
s Greg Seberry Is currently devising 2 program for aii Library senior leaders (SES
and Directors) to be deliverad on 10 June 2020,
e A formal mentoring program is developad to ensure the transfer of corporste and

specialist knowledge
s The recommendations made by the Mantoring Working Greup have been
approved by PLEM. B i facilitate the program and

communicate tc aii staff shortly.
o Leadership talks ars included in Library &ll Sta Mestings:

s Two guest speekars are being approached to talik at cur next All Staff Meeting.
o A structured succession planning process Is established:

» Applications for the LCDB intern pregram have closed and are currently being
shortlisted.

Many of the 2019-20 objectives have already been met. The updated tracking sheat is
alttached for your information.

~ Return



Updates on Library Projects

Digitisation Projects update

There has been quite a bit of activity with the Library’s digitisation projects. In summary, the
Digitisation Projects team have been preparing metadata, scanning Parliamentary Authors
and determining the enhancements to Parldig which will allow for the bulk uploading of this
data into Parlinfo Search.

Historic Bills and Explanatery Merroranda Project

This project will see the addition of historic bills and explanatory memoranda dating back te
1901 tg Parlinfo Search. Currently, the metadats is being prepared and testing of the Parldig
enhancements are expected to commence soon.

Senate Tavled Papers Project

The Senate Tabled Papers will be added to Pariinfo Search. These also date back to 1901.
Currently, the metadata is baing preparad and it will be uploaded once Paridia has passed the
testing phase.

Inforration Files Digitisation Project

The information files comprise newspaper clippings, press releases and journal articles dating
back to the 1650s. All the information files from 1999 to 1988 have been added to the
relevant Parlinfo Search databases and there is a smattering of sarly 1980s matsrial available
as well,

Parliamentary Authors Digitisation Project
The digitisation of the Parliamentary Authors collection now stands at 50% completad. Acczss
to the PDFs can be gained through the Library Catalogue.

Historle Hansard remediaticn profect
Research and analysis of the issues requiring remediation is currently taking place.

If you have any guestions pizase certact || NG

2 Return to top

Under the Lens

Each week in Litrary Update we will be introducing new staff with a short profile and photo.

Can Directors please ask new staff to fill in the linked form as part of their induction and
ernail 1t tf . THis will ensure that we have the informaticn neaded for the telephone
list, pass access as weil as the Library Undate and Guide to Service.

http://dps.parl.net/~/media/dps/parliamentary%20library/staffing/new starter form.pdf?la=
en




This week we are getting to know who has recently commenced as a Library

Assistant in the Library Collections and Databases Branch.

Upcoming 1225 Training

Resilience in the YWerispizce - 12 March, 9:00am ¢ 5:00pm

Learning outcomes for this one day course will assist participants to: recognise and promote
personal resilience characteristics; identify resilient behaviours and coping mechanisms to
address stressors; use techniques to effectively manage stressful situations; prioritise
personal health and wellbeing; and appreciate how wailbeing can pogitiveiy impact business
outcomes.

Creating a Positive Culture ~ 17 March, 9:00am tc 12:00pm
This workshop j¢ delivered by Protaus Laaderzhip & weil renowned company specialising in
various Leadership programs.

This course will cover:

» Creating, leading and modelling great culturas
» Staying positive and understanding the impartance of recognition
¢ leading & robust, solutions-focused culture

Recruitment Essentials - 19 March, 9:30am to £2:30pm

This session will give participants an overview of the departments recrultment process.
Participants will have a better understanding of the legisiative and policy requirements in
relation to merit selection and the employment of staff, Topics include the recruitment
approvals procuss, employment options, practical application of merit selzction, assessment
of candidates and Selection Fanel responsiliiities.

In addition, the GPS Learning and Development calendar until July 2020 has been confirmed,

and can accessed here DPS - Learning and Development.

If you would like to register for any training please discuss this with your supervisor. and then
register through SAP Self Service by clicking on 'My Learning’. If you have any difficulties in
doing so, or have queries regarding the training please contact DPS.|Id@aph.gov.au.

ZBetumtotop
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From the Parliamentary Librarian

Staff News and Announcements

Under the Lens

Calendar

From the Parliamentary Librarian

Dear Colleagues

Parliament rose late last night having passed the coronavirus economic response
package bills. The Senate also established a Select Ccmmittee on COVID-19 to

be chaired by Senator Gzllagher.

If you are Izoking for reading over the break, the Library has issued a series of
FlagPost blogs on the various measures which have besn put in place in
response to COVID-19. More are forthcoming. Looking further afield, the Library

of Congress lLawblog has published a comparative summary of legislative
activities during emergency situations; and , formerly of ihe European

Parliamentary Research Service, has very heiprully preduced a canned search
(http://bit.ly/2WYxmV7) on CCVID 19 related publications by the research
services of the European Parliament, USA, UK, Ireland, Canada, Aust, NZ and
Ghana. IFLA has also released resources for Libraries in responding to the

pandemic.

I'd like to thank all of you for ensuring our working from home and
communication arrangements are working effectively—a huge shift in a such a
short time frame—and for your dedication to ensuring that we continue to
provide the hest possible service in suppoit of senators and members whose
parliamentary and representational roles are now even more than usually
demanding. Our thanks go to our colleaguss in infermation Services who pulled
out all stops to deliver new functionality so quickly.



Thanks alsc to Liz Luchetti who has volunteered to assist as part of the DPS
COVID-10 Taskforce.

On the subject of volunteering, the Secretary’s message today talked about the
need across the Commonwealth for volunteers, to serve the nation in other
roles. I understand that some of our colleagues from the departments of the
Senate and House of Representatives have recently been red=sployed. A number
of Library staff have already put up their hands, and if any others of you are
interested, please talk to Jonathan, Liz or I.

This wil! be very unusual Easter break, without the traditional exodus to the
coast or gatherings with family and friends—though fortunately the Easter Bunny
has been deemed an essential service. I hope you find time to relax and
recharge. (And remember that the Employee Assistance Program is available to

you and to your family members 24/7 should you need assistance (1300 360
354)).

Stay well.
Happy {albeit curtailed) trails

Dianne

2 Retura to top

Staff News and Announcements

« Welcome to | vho has commenced as the Executive
Assistant to the Assistant Secretaries in LCDB and RB.

A Return to top



Jnder the Lens

Each week in Library Update we will be introducing new staff with a short profile
and photo.

Can Directors please ask new staff to fill in the linked form as part of their
induction and email it to ] This will ensure that we have the information

needed for the telephone list, pass access as well as the Library Update and
Guide to Service.

http.//dps.parl. net/~/media/dps/parliamentary%20library/staffina/new starter
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From the Assistant Secretary Research Branch

Dear Colleagues,
Just a short: update from me this afternoon.

According to media reports, the Prime Minister has announced that Parliament will be
sitting on 12, 13 and 14 May, as had been anticipated. It wil! be nice to have some of
the energy of Parliamentary sittings back in the building after these very quiet few
weeks (quiet physically at any rate — in many cases there’s been plenty of work going
on).

As many of you know, Liz Luchetti has temporarily moved to the DPS COVID-19
taskforce that is coordinating all the various aspects of the department’s responses to
the pandemic. She is expected to be away for a couple of weeks, although it may be
longer. In the meantime, Heather Walsh is acting in Liz’s position. She joins

from Stats and Mapping section who has been lending them his particuiar
SKIlis.

We also now have had a few people be redeployed to Services Australia to assist them
with the massive increase in workload associated with implementing the government’s
responses to the pandemic.

On the subject of the pandemic, we expect to publish the Library’s dedicated COVID-19
resources page this afternoon. The page has links to our already quite numerous
publications on the subject as well as links to other parliament-related sources. Keep
an eye out for resources and links would be worth adding.




Enjoy the Anzac Day long weekend; although of course this year there will be few of
the traditionai services that usually mark the day. Incidentally, since Monday is a pubiic
holiday only in the ACT and WA, don't forget to put an out of office message in your
emails so clients know we're back on Tuesday.

Best regards
Jonathan

2 Return to top

Under the Lens

Each week in Library Update we will be introducing new staff with a short profile and
photo.

Can Directors please ask new staff to fill in the linked form as part of their induction
and email it to [ il This will ensure that we have the information needed for the
telephone list, pass access as well as the Library Update and Guide to Service.

http://dps.parl.net/~/media/dps/parliamentary%20library/staffina/new er form.
df?la=en
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Under the Lens
Calendar

From the Assistant Secretary, Research Branch
Hi Everyone

With Canberra in the happy situation that we have not had any new COVID-19 cases
since 2 May, the building is gradually coming back to life. As you will have seen from
the Secretary’s email, the department is making arrangements to make sure that
everyone is able to maintain proper social distancing. We're lucky in the Library in that
most people already work in either offices or areas that have quite a bit space around
them so keeping the right distance is fairly easy.

It's also important to make sure that we maintain proper hygiene and safety in
common areas like the kitchens. The CEP will continue the practice of sanitising
desks/phone/keyboards etc.

It’s definitely nice having people back in the Library - it's been very quiet with so many
people away.

If you hadnt already seen it, you may be interested to look at a new publication that
went out this week: VID-19 Australian Government roles and responsibilities:
overview which reflects the work of a substantial team and is a fine team effort.

Otherwise, we can look forward to the return of both chambers in a fortnight for the
June sittings.

Until next week...

Jonathan

2 Retum to top



Staff News and Announcements

o Welcome to [l who has commenced in the Science, Technology,
Environment and Resources section as a Senior Researcher

Historic Bills and Explanatory Memoranda and Senate Tabled Papers
digitisation projects

The Digitisation Projects team have commenced uploading both historic Bills,
Explanatory memoranda and Senate Tabled Papers to Parlinfo Search. We will upload
them chronologically, starting with 1901, depending on any fixes that we may be
waiting on.

You wili find the Bills and EMs in the Bilis of Previous Parliaments in the Bills and
Legislation collection and the Senate Tabled Papers in the Tabled Papers Register in the
Publications collection.

If you have any questions please contact ||| NG

Special Visitors

The Library had two very special visitors this week for training, but I don’t think they
liked our catalogue (I know, I'm sorry...).

Laslo and Ninja were very well behaved and they didn’t need to be shushed once!

2 Return to top




Under the Lens

Each weel in Library Undate we will be
introducing new staff with a short profile and
phcte.

Can Directors please ask new staff to fill in the
linked form as part of their induction and email it
to . This wit ensure that we have the
informatien neaded for the telephone list, pass
accese as well as the Library Update and Guide

o Saervica,
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From the Parliamentary Librarian

Under the Lens

Calendar

From the Parliamentary Librariasn

Dear Colleagues

it’s splendid te see more people in the Library and more broadly in APH as
COVID-19 related restrictions ease. We are fortunate thzt our layout enzbles us
to raintain social distancing in our work place. Thanks go to our colieagues in
the COVID-19 Tasiforce who assisted us in establishing maximum occupancy
levels in work areas, kitchens and meeting rooms. (And, of course, to_

and the DPS WHS team for organising and maintaining suppiles
of sanitiser etc.) Not all parts of DPS are similarly placed, requiring some
temporary re-iocations of some staff around the building te ensure physical
distancing is maintained. As part of this, as you have probably noticed, we are
hesting colleagues from Information Services Division in the large conference
room.

It’s been a busy counle of weeks in the lead up to the Parliamentary sittings.
Amongst other things, the Secretary and I settied a draft Resource Agresmeant
for 2020-21, which will be considerad by the Joint Staniding Committee on the
Parliamentary Litrary when it meets later today. And client work is also
numming, with around 860 jobs completed in May, bringing our year to date
total as at the end of the month %o just under 10,500. (Can you tell it’s June,
ard I've started work on the Annuai Report?)

We are exploring hiow best to deliver an appropriately sociaily distanced program
cf lectures and seminars and training for the 2020-21 parliamentary sittings, so
please let Jonathan or I know if you have ideas on that front. Very unfortunately,




we were not able to host the Library’s Reconclilation Lecture this year, but we
are hopeful that our speaker will be able to deliver her lecture later in the year,
even if from a distance.

On the staffing front, Liz's return @ the Library will be delayed as she is moving
this week to iead the Corporate Operations Branch unti! recruitment for the CCO
position is finalised. Given Liz's relish for new challenges, she is embracing this
opportunity with her customary enthusiasm, though she is very much looking
forwerd to returning to the Library in due course. On the up side, I'm delighted
to be able to continue to work more closely with Heather who will continue as
A/AS LCDB. Also on staff movements, we will shortly and sadly farewel
who will return to work at the National Library of Australia at the beginning or
July. However, 1 am very pleased to say tha_, whom many of you
will remember as a former Library staffer, will return to act as i
pending permanent filling of the pesition. will commence witn us on 29
June (to enable a handover).

Happy trails
Diznne

A Retum to top

Under the Lens

Each week In Library Update we will be intreducing new staff with a short prefile
and photo.

Can Directors please asi new staff te fill in the linked form as part ¢f their
induction and email it to [[l]. This will ensure that we have the Information
needed for the telephone list, pass access as well as the Library Update aind
Guide to Service.

http://dps.parl.net/~/media/dps/parliamentary%20library/staffing/new starter
form.pdf?la=en
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From the Parliamentary Librarian

i2ear Colleagues

Yesterday's email frorm the Secretary set out arrangements for the upcoming sitting
weeks: I encourage you to read it if you have not yet dorne so,

For those whao will be working on premisas next week, the Presiding Officers this

afterncon put out a statement on the wearing of masks during the sitting period,
stating:

“While recognising that the wearing of masks is not mandatery in the ACT, at
the specific request of the Acting Chief Medical Officer and out of an abundance
of caution, in the public commen areas of Australian Parliament House everyone
is recommended to wear a mask at ai! times,

As an additional precaution the wearing of masks is encouraged in the presence
of others, aspecially where physical distancing Is not possible, and by those at
increased risk of COVID-19.”

Masks will be available at the entrances to the building from 7-10 am Mon-Fri over ihe
sitting period. Additional kits will be avallable frem the Members Hall cloak room on
level 1.



We also have masks available in the Library (and zip-fock bags in which to dispose of
them) should you need more in the course of the day.

DPS has issued Guidance on the use of personal protective equipment. A vides on to
how to use a mask correctly <an he found here.

On other matters, the Joint Standing Committee on the Parliamentary Library is
meeting on the evening of 3 September, with the assistance of Parliamentary
Broadcasting for those attending remotely. On the agenda will be the upcoming alient
evaluation of our services which wiil again be undertaken by Uncommon Knowledge.

I'm pleased to say that we will soon commence a trial of a mentoring program which
will be run across the Senate Committee Office, the House of Representatives
Committee (as per our workforce plan), and will be running an information session
after the sittings. And a reminder that the mental health resilience training wili be run
now on 14 September in the theatre.

Happy (and safe) trails
Dianne

2 Return to top

Under the Lens

Each week in Library Update we will be introducing new staff with a short profile and
photo.

Can Directors please ask new staff to fill in the linked form as part of thelr Induction
and email it to [l This will ensure that we have the information needed for the
telephone list, pass access as well as the Library Update and Guide to Service.

http: s.parl.net/~/media/dps/parliamentary%20library/staffina/new starter form.

df?la=en
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From the Parliamentary Librarian

Dear Coileagues

The Federal budget is at 1ast upon us, though the corridors of Farliament
ware/are rmush guleter than in previous vears due to COVID 19 related
restrictions. The Library’s pre budget seminars were similarly affected, with our
traditional budget day presentation on navigating the Budget Papers replaced by
on-line training (well done, [}, and the pre-budget seminar delivered via
weabhax,

Speaking of webex, you may alsg have noticed that there is 8 new dedicated
video confarencing davice In the Frosty Room that is particularly goed to uss
when you want to have two or more peoplie present in the room (instead of
trying to do it on your laptop/phene). If you want to use R for meetings,

can help with arrangements.

A5 raany of us centinue to pore gver the budget pepers to prepare the Library’s
Budget Review, LCD section has prepared a very handy Budget 2020 search for
easy retrieval of budget related news clips and media releases.

Eager reader: of the budoat papers will have noted that OPS recelved a funding
injection for 2020-21 and 2021-22 “to support its eperations, further improve
securily, enhance video corferencing capabilities and malntaln service levels
while CCVIR-1% health restrictions and precautions Impact external revenue.” 1t
is not clear as yet what this will mean for the Library's resourcing; however, the

-y
p ]
2

fact that tha appropriation dips sharply in the out vears (from 2022-23) means




we will centinue to operals in an environment of budget constraint. This is
consistent with the Government’s approach to funding for the APS, which
increases this year and next reflecting the impact of COVID-18, decreasing again
from 2022-23,

The ISCPL meeting in September did not achieve a suerum due to a rolling
series of divisions in both Houses. These members who ware present did
manage to have an informal conversatien with the consultants appointed to
carry out the upcoming client evaluation of cur services. However, as previously
resolved by the Committes, the loint Chairs have written te express their
appraciation to all Library staff for their “outstanding end continued
professionalism” during the pandamic,

Recrulimnent bacame been a major focus for many of us ence Parflament rose In
September, I'm happy to say that the selection process for the B or of
Libvary Svstems, Projects and Innovation has been compieted, with

emerging as the successiul candidate. I'm sure you will join with me in
congratulating him on his promotion! However, on a sad note,
has decided to retire in January, theugh her iast day in the Library wili be 10
Recember. I will be seeking expressions of interest to fill this position In a week
or §0,

Happy trails

Dianne

A B_eturl tQ L’QD_
Staff News and Announcements

wheo has commenced as a Research Assistant in
the Science Technology, Environment and Resources section

o  Walcome back fo whio has commenced as a Senlor Researcher
in in the Economic PoiiCy section

¢ Welcome te

A Return to top

Under the Lens

Fach week In Library Update we will be introducing new staff with & short profiie
and photo.

Can Directors please ask new staff to fill in the linked form as pari of their
induction and email it ] This wit ensure that we have the information
needed for the telephone list, pass accass as well as the Library Update and
Guide to Service.

http://dps.parl.net/~/media/dps/parliamentary%20library/staffing/new starter
form.pdf?la=en
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From the Parliamentary Librarian

2ear Colleagues
We find curselves at the end of a particularly interesting estimates week, with another zhsad.

On the Library front, we are nearing implementation of our new discovery system which will
replace Summon {with Surnmon ceasing at the year's end). If you haven yet had a chance
to look at it yet, you can find it here. Feedback is welcorned. The new system will sianificantly
improve our capabliity of searching across our coliections. _had scheduied a couple of
information sessions earlier this week and I'm sure will be happy to schedule a repeat for
those interested once the current sittings end,

The Budget Review 2020-21 articles have now largely been published, and can be found here

Finally, Uncernmon Knowladge is gearing up to commencs fieldwerk on the ciient evalustion
of our services for this Parliament. Normally we’d have a largish meeting which people were
able to attend to help shape the ressarch questions. Unfortunately, COVID arrangements
require us to streamiling this gpproach this time. So Ubrary Directors will be talking with their
teams to gather input; and the Directors will then maeet with the consuftants on 3 December
te provide feedback. Ahead of these discussions, it would be helpful to have a look at the
results of our previous gvalustions -- which you can find here ~ particularly the Evaluation

for the 45" Parliament
Happy trails
Dianne
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From the Parliamentary Librarian

Dear Colleagues

If yvou have heen using the Library’s pages on www.aph.gov.au today, you will

have noticed that we have a new look landing page. The page has been
refreshed to make it easier to navigate and to better promote the range of
services available via that site. Thank you and well done to our

B o b Fubliching tesin, and the PUBHG L5aT
Expernence Team in ISD {Including . Who worked on &t when he

was in 18D},

Registrations are currently open for an upcoming FFLAPARL virtual event:
nnevaticn and inspiration during & global pandemic. There are two sessions,

{out the sessions are being recorded}:

Regigtration link for Der 2, 2020, 13:00 UTC {check what time this ig for
¥ouk:
hifpg:ffzcemuusinwebiner/reolster/WH _IcE3W2TVWOO6BRENIODA

Registration link for Dec 8, 2020, 10R0GC UTC (check wihat tima this is for

your _ ) _
https: /fzoom.usi/webinar/register/ WH Y ZuRsSeITSSS




A reminder that the DPS is seeking nominations by 27 November from people
interested in heceming a Harassment Contact Officer, Mare information on the
rele of HCO's can be found here ~~ HCGs play an important role and Library staff

whi have had this role In the past have found It rewarding, so de consider
neminating.

Finally, the DPS staff survey closes on 1 Decamber. Plaase do take the Hme to
participate. It shoul? only take 20 minutes or g0. If veu didn’t receiva the link,

contact workforce.strategy@aph.gov.au Remember, there is a prize for the

brench with the highest participation rate (& BBG or moming tea hosted by the
Secretary and Executive Chef), and 1'll contribute one of the delectable cakes
haked by APH catering

Dianne

~ Return to top

Under the Lens

Each week in Library Update we wili be introducing new staff with a short profile
and photo.

Can Rirectors please ask new staff to fill in the linked form as part of their
induction and emaii it (] This will ensure that we have the information
nesded for the telephone Nist, pass access as well gs tha Library Update and
Guide 1o Service.

http://dps.parl.net/~/media/dps/parliamentary%20library/staffing/new starter

form.pdf?la=en
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From the Parliamentary Librarian

Dear Collaagues

As this (s the firet update of the year, I'll begin by welceming our new slartars.

1n Lcos, I =~ N

Inngcwvation Section as senior developers; and
being en long leave). In Research Branch, ' and
have {re)joined SP; is back onboard in Econ; as weicomead
om the House of Representatives Committee {tffice) an
. You may also have noticed that our new Research Associates - in order of arrivai
(on Monday) - have

mer have joined the Library Systems Projects and
has joined the

all started ana arg sitting n the pod

As you will have seen, the next Library lecture is on Earie Page by Dr Stephen Wiiks, author
of a recent biography. While he’s one of the lesser known of our Prime Ministers, he's an
interesting character so do come along if you feel like something entertaining over your
lunchbreak. (Divisions permitting, it will be introduced by the Chair of the JSCPL Senator
Dean Smith.) More generally, as well as being a good oppertunity to hear from some of
Australia’s best political historians in person, these lectures are important contributions to
maintaining the history and institutional memory of the Parliament - one of the Library’s
roles - and we'll be hosting a few more over the year, including ene on Scullin and Cuitin.
Due to COVID-19 restrictions, it's a (free) ticketed event --

https://events.humanitix.com/earlepagelec
Distrihution of the new edition of the Parfiamentary Hardboolk is now complete —~ leading to
this celebratory tweet from the Member for Fenner




The Parliamentary Handbook has been published since 1915, In the latest
edition, Nathan Church & team have compiled a vast range of infe for
“auspol tragics. Online here aph.gov.au/libiary/handbe..

& Andrew Leigh@ ©@AieighMP - 20m

[have a spare copy. If you'd iike it, hit reply & tell me why, Best reason wins.

Australian Parliamentary Library

Od 11 3 O e Ty

Speaking of the Handbook, we ars continuing to work on the Handbook on line - do have a
look at the beta if you haven't checked it cut for a while https://h k. .au-

While recent changes on Facebook have attracted wide commentary, The Financial Review
hag slso implemented changes which have affected access to its content, 1i's withdrawn from
the Copyright Agency’s industry agreement and is instead negotiating individual licensing
agreements with madia menltoring companies, including Isentla. As o result of these new
arrangements, AFR content on the Isentia Mediaportal is now available only to readers who
have individual subscriptions to the AFR, {Isentia is stili able to alert Mediaportal users to
new content whether they have individual AFR subscriptions or not.) However, Library staff
can continue to access AFR content while on the Parliamentary Computing Network thraugh:

Daily press clips in ParlInfo

Unrestricted w ite access

Digital edition paper replica
Senators’ and Members’ niews clips of the day

® 3 e @

Remember the annual Building Occupant Satisfaction Survey is cpen until 26 February {if

vou havent yet responded}.
Happy trails
Dianne
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Staff News and Announcements

New Staff Inductions and tours
Any new staff who are interested in doing a short Library induction should contact

DPS Visitor Services also offer monthly orientation tours for staff and building
occupants at Parliament House

Z Return to top

Under the Lens
Each week in Library Update we will be introducing new staff with a short profile and
photo,

Can Directors please ask new staff to fill in the linked form as part ef their induciion
and email it to [ This will ensure that we have the information needed for the

telephone list, pass access as well as the Library Update and Guide to Service.

http://dps.parl.net/~/media/dps/parliamentary%20library/staffing/new starter form

.pdf?la=en
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Library Lecture
PARLIAMENTARY

MATION ANALYSIS [EEIISS

Library lecture: 'Now is the psychological moment'-Earle Page and the imagining of
Australia

Presented by Dr Stephen Wilks, National Centre of Biography, B.Ec. (Hons), Monash
University; PhD, ANU

Wednesday 24 February 2071

1.15pm—2.15pm
Parliament House Theatre

ion 15 available on the Senators' and Members' Services Portal)

Earle Page (1880-1961) was Australia’s 11th Prime Minister and served for only 19
days after the death of Joseph Lyons. He was also a surgeon, Country Party leader
and treasurer. Over decades, he made determined efforts to seize ‘the psychological
moment’ and pursue his vision of a decentralised and regionalised nation,
Effervescent, intelligent and somewhat eccentric, Page was one of Australia’s great
opiimisis.

Presenter:

Dr Stephen Wilks studied economic history at Monash University and did his PhD in
Australian history at the Australian National University where he now works in the
ANU National Centre of Biography.

This lecture is free for members of the public. Senators, Members and Parliamentary
staff are encouraged to gttend_To ensure we do not exceed the capacity of ihe

venue, RSVP by email to:

A recording of the lecture will he made available on the website.
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From the Parliamentary Librarian

Dear Colleagues

You may have noticed we're back into the routine of Library lectures and webinars, with the
talk on Earle Page last week, this week’s lecture on superannuation by Professor Bob
Breunig, and sessions on ‘calling in the military’, and *becoming Curtin and Scuifin’ over the
next fortnight. Doing these events with the combination of both speakers and audiences
participating physically and remotely is more difficult than it logks. Thanks te the combined
team of and (offering his welcome technical
expertise on microphones and sound quality » who have acguired and
operated the technology snd conquered the numerous technical glitches.

Speaking o she’s temporarily left us to act as
hopefully we'll see her hack wnen sne realises how much she
misses us. Jonathan and Heather are currently finalising arrangements for someone to

step into her role during her absence. Also on the staffing front, in Research Branch, on
Monday returned to LBD on secondment from filling in for while he's
doing the Also new to Research Branch is , who
started in F yvelcome to you both!

L= as senior researcner,

Finally, for all of our Canberra residents, Happy Canberra day on Monday! And I hope
everyone, whether resident in the ACT or in the great state of NSW, has a2 wonderful long
vegkend.

Happy trails
Dianne
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Staff News and Announcements

New Staff Inductions and tours

Any new staff who are interested in doing a short Library induction should .f:@nt_act-

DPS Visitor Services also offer monthly orientation tours for staff and building occupants at
Parliament House

Z Return 1o top

Under the Lens

Each week in Library Update we will be introducing new staif with a short profile and photo.

Can Directors please ask new staff to fill in the linked form as part of their induction and
email it to [ ll This will ensure that we have the information needed for the telephone
list, pass access as well as the Library Update and Guide to Service.

http://dps.par.net/~/media/dps/parliamentary%20library/staffing/new starter form.pdf?la







Library Lectures

Library online lecture: ‘Calling in the military’ —~legal issues and controls when
the armed forces assist the government and the community

Wednesday 10 Merch
11.00am—12.00pm
Vidsoconference

{A galendar invitarion is available cn the Senators’ and IMsbers’ Services Portal).

In the last year, bushfires and COVID have seen the use of the ADF to assist state and temto:y governments. The use of rmlltary
in a domestic setting has always been strictly regulated in democracies and this lecture examines e legal regime governing
their nas in Australbia.

Presented by:

Dr Cameron Moore, Assceiate Professor at the School of Law at the Uriversity of New England, is a specialist in military law,

and author of the 2017 boek Jrown und Swopw: Executive Power ond the Use of Fores by the Austrolion Defence Force (ANU
Press, 2017). He iz a Commander in the Royal Australian Maval Reserve.

Booking:

Senators, Members and Parﬁ*mrﬁerm ¥ waﬁ are !nvfted 1o attend via videoconference. If you wish to participate,
plesse RSP to DPSParlismen ov.gu. We will corfirm attendznes and send you s weblink.

For further info rnation, call—
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Library Lecture: 'Becoming John Curtin and James Scullin': their early politica!
careers

Preganted by Lisnm Byme, official nisterian for the Australian Council of Trads Unions

Wednesday 17 March
11:00am-12.00pm
Main Committes Room

Befors besoming primie minisiers, John Custin and James Scullin were twe young working-class men who dreamt of changing
their couniry. Dr Byme, author of ‘Bacoming John Curtin and Jaines Scullin® discusses their intertwined sarly lives and the role
each man playsd in the Australian Laber Party’s first expsrience of national government, the great conscrigticn clash and party
split of 1916,

Presenter:

Liam Byme has a PhD frem the University of Melbourns, where he hoids an honorary position at the School of Historissl and
Philosophical Studies. He is thie official historian for the Austraiian Council of Trade Unions.

Booking:

This lecture is free for members of the public. Senators, Members and Par‘iamenwry staff are encouraged to attend. Dus to
COVID-19 restrictions, this is a ti t.cketed eveni—please bool vour fres spot

A recording of the lecturz will be made tviiiabla on i
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From the Parliamentary Librarian

Dear Colleagues

My apologies for the break jn transmission -~ 1 was struck down with an peular failure during
DPS’ appearance at estimates and it continues to pose logistical chalienges. (1 was
profoundly grateful that I was not asked a guestion that required me o read my notes).

- who went out with a bang with her

Since our last update, we have farewellzd
has alsc headed to Treasury, with

outstanding farewell cake (see picturz below),

our congratulations and best wishes, to take up a temporary position there until the end of
the year. Recrutment for both positions is underway.




Our lectures on past Prime Ministers continue, the mest recent being Dr Liam Byrae, author
of ‘Becoming John Curtin and James Scullin’ introduced by Ms Anne Stanley M2, who's a co-
chair of the Library Committee. Mr Josh Wilson MP, the Member for Fremantle (John Curtin
of roursz belng on : ;
also came along

W Mmisss
ech (and that of Stephen

the tast of Liam’s spe

The ISCPL met on 19 March where it censidered the cutgomes of the indexing review and
the launch of the beta on the Perflamentery Handbook. The Committee’s next mesting will
be in June and the key agends itern will be the Library Reseurce Agresment.

Lrd -

On the issue of the Rasource Agreement, it's time to revisit our strateglc prieritiss and te
identify possible items for the business plan, One fecus for the coming year will be further
improvements te our web/portal presence, Watch this space next week for more information
re the strateglc and business planning proce

W
<

5 couple of reminders. Be alert for email scams asking you to click on leaks or chenge

passwords -~ a few of which have found their way Into my in box this week, Next, the anpual
influenzs vaccination is opan for booking now. Additicnal due difigence training has bean
scheduled for 22 and 28 Apiil for PELLs and PEL2s who were not able to attend the previous

£ssian,

Finally, T hope you all have a wenderful Easter break - se2e you next waek,
Happy tralls

Dianne
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Staff News and Announcements

« Welcome to_ who has commenced as the Acting Executive Assistant for
LCDB end BI.
A Return to top

Help searching the Library's databazes in Parllnfo

You'll see attached a tipsheet on searching the Library’s databases in ParlInfo. This tipsheet
summarises much of the informaticn from the recent Parlinfo training sessions including
dataset types and search aperators. Also attached is the latest guide to searching for re
news in Parlinfe. This document contains suagested searches for recent news topics and
breaks down how the searches work,

™

ent

If you wauld like to join the distribution list for more regular updates on hew to search
recent news in Pariinfo, piease email LCDB@aph.gov.au
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Under the Lens

Each week in Library Update we will be introducing new staff
with a short profile and photo.

Can Directors please ask new staff to fill in the linked form as
part of their inducticn and email it to Rowens. This will
ensure that we have the information needed for the
telephone list, pass access as well as the Ubrary Update and
Guide to Service,

http://dps.parl.net/~/media/dps/parliamentary?20library/staffing/new starter form.pdf?la=en

This week we are getting to know_ who has cormmenced as a Library

Associate.
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From the Parliamentary Librarian

Dear Colleagues

A flurry of staffing news:

has been on long leave for the past few meanths.
started

As you would know,
He has now retired from the

tre impiementation of two digital systems since. I'm sure that you join with me
in wishing him all the best in his retirement. As a consequence, we are
advertising a . Please
get in touch with in mere details

about the role.
* who is leaving the Library
where he can use his graphic design skills.

joined the and has also
worked in - was also one of tie conort of DPFS staii who voiunteered
to redeployment to the Services Australia APS200 APH Satellite Processing Hub
for claims processing during the early phases of the COVID-19 outbreak.

if you are intereste:

It is also farewell and thank you to
today (0 take up a new oppoituni

On cother matters, next week, Research Branch is running a couple of inhouse
training courses: one iz a Masterclass on writing (delivered oniine) and the
other is Understanding l=gislation. Group sizes are limited but we'll aim to run
additicnal sessions seon for anyone who misses out on this round.

I thought it's a good time to give you an update en a preject that’s running
across the Library that aims to check the accuracy of all the Parliamentary




Committee records in Wadsworth, from 1901 to the present. This is mere
difficult than it sounds as Parliament’s records are sometimes incomplete or
inconsistent particularly with the earlier periods before the committees assumed
their current impe

nave peen aigitaily compiling all
the resources into a database in Library Systems, Frojects and
Innevation tearn has crafted ar aigorithm to compare the two datasets to
identify gaps or errors. It's quite resource intensive, but the end point will
ensure Wadsworth is the authoritative source of accurate information on
Australian, Parliamentary service ~ a very werthwhile endeavour,

The Association of Parliamentary Librarians of Asia and the Pacific is holding its

3% conference online from 15-17 June, The theme iz, epproprigtely, ‘enhancing
the respansiveness and relevance of Parliamentary Library and Resesich
Services during times of crisig). If you'd like to participate, let Rowens know
and we'll advise the Secretariat.

Finally, we wrapped up our ANZAC day contributions this week with a webinar
o Chinese ANZACE, If you missed that, or the earlier one on Russian ANZACs,
you'll shortly be able to catch up online.

Happy trails
Dianne
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Staff News and Announcements

« Welcome tll vwho hes commenced as a Researcher in the
Foreign Affairs, Defence and Security section.

o Welcorne o ||l v bes commenced as a Publishing Gfficer in
the Publishing section

A Return to top

Budget newspaper clippings and press refeases

Library Databases staff will add Budget 2021 to the title of ail newspaper
clippings and press releases about the federal budget from the time the
Treasurer gives the budget speech. This means that a Title search in ParlInfo
will retrieve coverage about the budget,

See Budget 2020 for examples from last year's budget.
Please direct any questions to lcdb@aph.gov.ay or call x2665.
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Each week in Library Update we will be introducing new staff with a shart proefila
anc photo.

Can Directors please ask new staff to fill in the lmked form ae part of their
o have the inforrmation

induction and smaii it . This will ensure that g
neaded for the telepho s arcasy a9 well s the lera y Update and

YRIGE,

Guide to &

http://dps.parl.net/~/media/dps/parliamentary%20library/staffing/new starter form.pdf?la=en

R AR
F
AL
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Fram the Parliamentary Librarian

Dear Colleagues

A pause in sittings this week between the excitement of the budget and the excitement af
upcoming estimates hearings.

It has been a welcome return to the familiar May budget timings, though this year the
budget tree hadn’t quite managed to hold its foliage. Equally welcome was the opportunity to
welcome colleagues from the NSW Parliamentary Library whe spent an intensive two days
here to help them prepare for thelr upcoming restructure. Many thanks te all those who
helped make their visit such a success:

. Heather Walsh,

If you missed this year's pre budget seminar, you can catch it hgrg - held via the web this
year with Dennis Trewin and Barbara Howlett discussing the implications of demographics
and climate change for Australia’s economic outlock. What made this particular webinar
notable was the recerd number of participants—shxty. While not ground breaking for the
wider world of online events, it does reflect the growing comfort of our clients in participating
online from wherever they are. We look forward te continuing these and te developing hybrid
medels to enable us to arrange ancillary briefings/discussions with presenters during sitting
weeks, We'll have a pause on the lecture circuit while Parliament focuses on the Budget and

the Budget Estimates round of hearings.



On & related topic, in Ecenomic Policy section has bean busy running the
customised online Budgst training sessions for clients that replaced the *Understanding the
Budget’ seminar of previous years. While it might seam that this was another COVID insplred
change, It was actually hased on the calculation that different client groups use the Budget
documents in different ways and will be looking for different things. Customised small group
training lets us focus on delivering exactly the content they need. Another innovation has
been inviting, where it would be useful, participation from the PEU in a good example of the
kind of *jolned up’ client service that we aspire to.

Happy trails

Dignne
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Statf News and Announcements

o Welcome to s wto has recently commenced as a Researcher in the Law
and Bills Digest section

» Congratulations to [l who has taken up 2 new role as a Library Gfiicer in the
Central Enquiry Point section.

A Return to top

Digitisation Projects update

A number of the Library’s digitisaticn projecis have now bean completed.

Pariiamentary Authors

A total of 862 monographs from the Parliamentary Authors collection have now been
digitised with a link available in the Library Catalogue. The project was initially to digitise
846 monographs but this has been exceeded. This project is now completed.

Historic Bills and Explanatory Memoranda 1901~-19296

The aim of this project was to add all Bills and Explanatory Memoranda originating from the
House of Representatives into Parlinfe Search. They can be found in the Bills and legislation
collection in ParlInfo. This part of the project is now complete. In the new financial year we

wili start work on the historical Senate Bills and EMs and a smalf nuimber of Bills originating
from the House of Representatives 1996-2001 so they too can be found in ParlInfo Search.

Senate Tabled Papers

This project is 98% complete and will be finished by 30 June this year. T Senate Tabled
Papers can be found in the Tabled Papers Register database in Parllnfo Search. The Senate
will decommission its histerical database once all the Tabled papers are in ParlInfo Search.



Information Files Digitisation Project

The number of newspaper articles continues to grow in the Newspaper Clippings database.
At the moment, newspaper articles from 1980 and 1981 are being added. This means there
is a comprehensive collection of newspaper clippings covering the Australian political
landscape frem 1930 to the present in the database, Journal articles dating from this early
peried are also being added to the Articles dataset.

A reminder that if you are locking for historical government or sppositicn press releases
check the Press releases database in Parlinfo. Tens of thousands of press releases were
added during a pravious profect to that database,

Historic Hansard 1901 to 1980

There has been a lot of development activity in the creation of an application that wili help
the Digitisation Projects team to remediate the identified issues with the Historic Hansard,
We look forward to using it to improve the Hansard. In the meantime, if you come across

any problems that need to be addressed picase let

know.

If there are any questions on any of the above please get in touch with [N
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Under the Lens

In the Librery Update we like t¢ introduce now staff with a short profile and phioto.

Can Directors please ask new staff to fill in the linked form as part of their induction and
emall it tof ] This will ensure that we have the information nesded for the telephone
list, pass access as well as the Library Update and Guide to Service.

http://dps.parl.net/~/media/dps/parliamentary%20library/staffina/new starter form.pdf?la
=en
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From the Parliamentary Librarian

Dear Colleagues

Last Friday we completed publication of the Budgst Review - with 40 articles published. This
was a great achievement, and well done to everyone involved across the Library—In RB,
authors, editors, the OPL publishing team, in Library Collections and Databases Branch
everyone assisting with clips and indexing, support in helping fix a systems glitch, and for
wrangling all the budget papers.

Another important milestone was reached this week in the completion of maijor project
being undertaken by Digitisation Projects to improve the quailty of the Senate Tabled papers
database. This will graatly improve the comprehensiveness and acesssibility of this material,
and we received a lovaiy note of thanks from the Director of the Senate Table Office:

'

Thank you so much for contributing the effort, resources and expertise of You and
your team to this project to bring our tabled papers collection back in to parliamentary
fold! We are particularly grateful for the meticulous care you have applied to improve
the quality of the images and identify the various errors and missing papers in the
collection - this is a really great achievement and a lasting contribution to the
Department of the Senate’s most important collection.

Regards

Speaking of clesures, the Windows 10 project has closed and any cutstanding wark has been
moved fo business as usual ICT teams. If you have anything oulstanding from the Win10
project ¢an you please et know for menitoring and sscalation.



We're at that time of thé year I think of 45 ‘governance season’ -- when we refine next vear's
budget bids, prepare the Library’s Resource Agreement, start writing the Annual Report and
do next year’s Business Plan. Business Planning may seem a bit dry, but they’re important in
setting out the program of werk for the coming year and this year we're doing it a little
differently, with a focus on making sure that each outcome is tied to specific activities (what’
we'll doj with associated Plang and Projects Chow' we'll do it). To assist this, were having
workshops with the assistance of . the Diracter of Culture and Change
Management.

In terms of upcoming werk, the Library Small end Largs confarence rooms are schaduled to
have the proiector and screens repiaced in June, This will alse include updates to the cabling
to support the new laptops being rolled out arcund the library, Ukewiss the Library Staff
Meeting rooms (8pax and 10 pax) are being upgraded with large screens and enterprise
grade web cameras and new laptop compatible cables. Once the work is scheduled we may

need to meve some meetings cut of those rooms while the upgrades take placs. We
appreciate your patience with this. Please get in touch with if
you have any quastions,

Things are meving aleng on this the shift to the new referencing systems project: the
software Zotero is packaged and can be downloaded onto your machines, and we aiso have
the general licence enabling everyone to access the Australian Manual of Style. With the
puilding blocks In place, the project team will now start on the roll-out process, developing
tip sheets, training and timeframes for the changsover, Stay tuned for further updates.

Sadly for us (but not for him), is finishing today after over 28 years in the Library
and will be greatly missed by all hig fmends, colleagues and cliente. As COVID-19 restrictions
preciude the traditional mass gathering in the Conference room is being farewelled at
a section lunch, and will be making & processional around the Library this afternoon to say
goodhyn,

Finally, Monday 14 a public holiday in Canberra—iut not int other jurisdictions. Don't forget to
put a message on your phones/emaii. Have a great long weekend

Happy trails

Dianne
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Staff News and Announcements

» Farewell to [ v is retiving after 28% years in the Library. We wish you all
the best for the next chapter [l

«  Welcome to || - "= recertiy commenced in the Statistics and
Mepping section as a Senior Ressarcher.
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Under the lLens
in the Library Update we like to introduce new staff with a short profile and photo.

Can Diractors please ask new staff to fill in the linked form as part of thelr induction and
email it toflll- This will ensure that we have the information needed for the telephone
list, pass access as well as the Library Update and Guide to Service.

tip: arl ~ ia arli 020l w_starter form,pdf?la
=an
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1982 - Fax machines in the Parliamentary Library
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