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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. I know. Yes.  
Ms Saunders: —with mediation.  
Senator KITCHING: So with the investigators, where do they come from? I 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? I 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: I have a feeling it is the Australian Tax Office Panel, but I would have to confirm 
that.  
Senator KITCHING: Yes, just if you—that would be great. In terms of their codes of conduct, the 
formal, I 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.   
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4. Question (p.61) 
Ms Saunders: I am sorry, Senator, there is one case—the one that Mr Stefanic was referring to 
that I 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, I 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 I get any of—could I get the advertisements or where for 
example, Mr Stefanic or Ms Saunders that you were on a panel? Is that possible? I do not want 
to—I do not want to overload you, so if it is too much work, I 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 I 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.   
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7. Question (p. 66)  
Senator KITCHING: Thank you. I am going to ask you about—thank you. And thank 
you for taking those things on notice. Could I 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: I Senator KITCHING: Thank you. I am going to ask you about—thank you. And thank 
you for taking those things on notice. Could I 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: I do not 
know the exact number. Ms Luchetti has the details of that. Senator KITCHING: Yes, no, that is okay. 
No, sorry, I think I 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: I 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: I 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, I 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, I can imagine that if you are accruing a $100,000 approximately debt, I 
mean, that is sort of—do you warn them that there is, I 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 I 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 I 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 I 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 
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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 

 

 



6 
 

8. Question (p.66)  

Senator KITCHING: Can I 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 I 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  

• The information requested is at Attachment B.  
• More detailed information regarding the reasons for the overpayment occurring 

could identify staff members. 
 

9. Question (p.67-68) 
Senator KITCHING: So—yes. And I think we discussed this in estimates a couple of years ago. 
Yes. Yes. Could I 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, I 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, I 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, I would like that period because I think the discussion we had was 
around the systems and I 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 I get, say, the last two financial years of that? Of where there is 
an unauthorised—  
Ms Saunders: So it ceased back when I provided evidence last, it was—all of those issues were 
corrected so I am happy to establish that that is the case.  
Senator KITCHING: Yes, and could I then get that year because I 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  

• Nil. There have been no unauthorised debt recovery actions from overpayments. 
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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 I 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 I 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: I 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: I 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 
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11. Question (pp.74-75)  
Senator KITCHING: Just quickly. Last year I 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 I 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: I 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  
42 days 

Over  
42 days 

Percentage  
non-

compliance 

Total 
Contracts 

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. 

ANAO’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: I beg your pardon?  
Senator KITCHING: Sorry, only the ones—all of the library. So from you, the library staff emails 
between January 2020—let us say all of 2020 from you to staff in relation to working from home 
arrangements during the pandemic.  
Dr Heriot: I can. I 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. I would also—  
Senator KITCHING: Did you communicate with library staff, then, at all last year?  
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Dr Heriot: I communicated with library staff last year. I cannot remember, I am sorry, if I 
communicated on this issue. And I cannot remember if I did communicate on that issue, 
whether it might have been intrinsic to a person’s personal situation.  
Senator KITCHING: Yes.  
Dr Heriot: So I will have to take it on notice.  
Senator KITCHING: Yes. Yes, no, no. I 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: I 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, I 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?  
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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 I am going to put some question—look, I 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: I certainly—  
Senator KITCHING: Yes.  
Dr Heriot: I—perhaps, some of them are not SES, so I 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. I am happy to do that 

Answer  

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

1. Assistant Secretary Research (Jonathan Curtis) 
2. A/g Assistant Secretary Library Collections and Databases (Heather Walsh) 
3. Director Client services 
4. Director Central Enquiry Point 
5. Executive Officer Design Integrity and Special Collections  
6. Executive Assistant 
7. Director Art Collections 
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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? I would like the same figures 
for 18-19 and 17-18.  
Dr Heriot—  
Dr Heriot: I am sorry, can I 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 out in a 
series of Library Governance Papers.1  

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 I 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: I am not sure that I 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 I am sorry, I do not want to sound unwilling to answer your 
question. I 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 or in 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)
________________________________________________________________
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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:

�. 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

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

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

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

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

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

Duties representing highest function: All

Selection Criteria

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

�. High-level written and verbal communication skills.

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

�. 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
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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
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 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: 

• 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 
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• 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  
 

• 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 
• 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. 
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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: 

• 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 
Executive Team 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 focus 

• 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 
• 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. 
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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

• 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.

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: 

• 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.  
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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  

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. 

  



 

SES Band 2 – First Assistant Secretary, Corporate Services Job Pack 4 

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:  
• 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. 
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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 
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: 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

• Outstanding 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
c)  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: 

• 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. 
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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: 

• 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. 
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Eligibility and/Job Criteria 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 

• Outstanding 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. 

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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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
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• 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

• 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.
 

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
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
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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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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 

 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 

 

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 

 

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

�. 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
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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
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.



Attachment B

Financial Year 

Identified

Overpayment 

Amount
Overpayment Dates

Employee Communication 

Sent

Follow Up 

Communication

Repayments 

Commenced

Repayment 

Finalised
Reason

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

Changes to employment conditions that were not communicated and 

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.

2017/2018 $10,071 50 5/03/2018 - 4/04/2018 11/04/2018 22/06/2018 22/06/2018

Changes to employment conditions that were not communicated and 

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.

2018/2019 $1,655.91 25/04/2019 - 12/05/2019 30/08/2019 4/09/2019 16/10/2019

Changes to employment conditions that were not communicated and 

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.

2018/2019 $3,289.91 3/05/2018 - 31/10/2018 8/11/2018 15/11/2018 2/05/2019

Changes to employment conditions that were not communicated and 

processed in time to avoid overpayment.

2018/2019 $10,537.12 15/11/2018 - 9/01/2019 18/01/2019 2/05/2019 21/02/2019 2/05/2019

Changes to employment conditions that were not communicated and 

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.

2019/2020 $1,363.24 25/06/2019 - 7/07/2019 23/08/2019 23/09/2019 18/09/2019 2/10/2019

Changes to employment conditions that were not communicated and 

processed in time to avoid overpayment.

2019/2020 $3,658.50 13/05/2019 - 10/07/2019 15/07/2019 29/04/2020 25/07/2019 23/07/2020

Changes to employment conditions that were not communicated and 

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 entitlements.

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.

2020/2021 $107,821.39 30/05/2019 - 19/08/2020 19/10/2020

Employee on long term leave, whose status was not updated leading to a 

protracted length of time the employee was paid without adequate leave 

balances.Significant additional communication since debt notified.




































































































