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Director, Contracts and Licences (Parliamentary Executive Level 2) – JO689

Thank you for your interest in the PEL2, Director, Contracts and Licences position. The attached information package may help you in preparing your application.
The information package includes:
information about the department; 
a copy of the position’s duty statement and selection criteria; and
an application cover sheet, which must be completed and attached to your application.
Details of how to apply for this position are outlined within this information pack. Please note that applications must be submitted by midnight Monday, 9 June, 2014   . 
For further information about this position, please contact:
Freda Hanley, Assistant Secretary, 6277 5001 – Freda.Hanley@aph.gov.au
Kind regards
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Information pack – PEL2 – Director, Contracts and Licences
Who are we looking for?
An effective Parliament needs excellent support services and administration. The Director, Contracts and Licences is a critical senior business position responsible for the oversight and management of the significant high value contract services and tenancies within Parliament House. Due to the specific needs of Parliament House occupants and stakeholders, management of these services requires a high level of business acumen and sensitivity to ensure an efficient balance of commercial and quality service outcomes. This new leadership role will shape the future strategic direction of this business area as part of the DPS change program. The focus will be to deliver high quality services, business efficiencies, professional stakeholder and contract management, and realisation of new revenue streams.

Key Skills Required: 
The Director, Contracts and Licences needs to have a mature entrepreneurial approach that is commensurate with the high prestige of providing services at the nations’ parliament. This Director is responsible for bringing a fresh approach to exploit existing and potential opportunities to delivering some of the core services to Parliamentarians and occupants of Parliament House. Our goal is to be recognised as providing experiences and services that are a model for excellence in efficiency and quality. The Director will need to lead complex negotiations for high value contracts with national and global businesses. They will also need to work with small to medium specialist enterprises and businesses to optimise revenue and efficient operations while maintaining a more community focussed approach.

To this end, key responsibilities of this role are to:

· Lead the development and implementation of a retail strategy for services within Parliament House, to ensure that services are aligned with the needs of building occupants and visitors to Parliament House, and make appropriate commercial use of existing retail space;
· Lead the negotiation of contracts and tenancy agreements in line with the retail strategy, with a focus on high quality service delivery and commercial return on investment where sought;
· Oversee the effective management of retail services and other tenancy agreements, with a focus on contract and stakeholder management; 
· Develop performance management frameworks to achieve high quality services across a range of delivery models (e.g. in-house, outsourced, blended models);
· Provide advice to the Assistant Secretary and Secretary DPS in relation to the delivery of retail services and management of tenancies at Parliament House; and
· Represent the Branch at the highest levels within DPS, and in dealing with other parliamentary departments, contractors and other stakeholders.
Currently, the salary range for this position is $113,405 - $131,833.
How to apply
Applications, quoting the relevant reference number, should be sent:
(a) by email to dps.recruitment@aph.gov.au quoting JO689 in the subject line.
Your application must: 
(a) include a completed DPS job application cover sheet; 
(b) your current resume (must include 2 current referees one being current manager); 
claims against each selection criterion within 500 words per criterion; and
be submitted by the closing date.



Our selection process
(a) All ongoing DPS jobs are filled on merit. This means we assess the suitability of applicants to undertake the duties of the job using a competitive selection process.
(b) If you are selected for interview, you will be asked to elaborate at interview about how your experience and skills qualify you for the position.
(c) Referees reports will be sought to further assess suitability of interviewed candidates.
General advice for developing your application
If you are unfamiliar with addressing selection criteria, the Australian Public Service Commission’s fact sheet on applying for jobs will be useful: 
Cracking the code fact sheet 5
Some of DPS’s selection criteria are generic and are based on the Australian Public Service Commission’s Integrated Leadership System (ILS).  Applicants will be expected to demonstrate how they would apply these skills to the requirements of the job as described.  The Australian Public Service Commission’s ILS Leadership Pathway identifies and describes leadership capabilities at all classification levels (http://www.apsc.gov.au/learn/integrated-leadership-system).  
Some background to the department
DPS is one of four departments based in Parliament House to support the work of the Federal Parliament.
DPS is the principal support agency for the operations of Parliament House—a building where more than 3,500 people work on sitting days and which nearly one million people visit each year.  
To fulfil the DPS mission of “serving the Australian people by supporting the Parliament and caring for Parliament House”, DPS has approximately 800 staff with a huge diversity of skills.  DPS has an annual operations budget of around $150 million to deliver a wide variety of services, including building maintenance, security, ICT, Hansard, broadcasting, and library and research services to the Parliament, parliamentary committees, Members and Senators and their staff and other building occupants.
The Presiding Officers (the President of the Senate and the Speaker of the House of Representatives) are jointly responsible for the department.  The Secretary of DPS is responsible to the Presiding Officers for the department’s efficient operation.
Information about DPS such as its annual report and strategic plan can be found on -http://www.aph.gov.au/About_Parliament/Parliamentary_Departments/Department_of_Parliamentary_Services/Publications. 
The website also includes a brochure about DPS and our staff— http://www.aph.gov.au/binaries/dps/wearedps-brochure.pdf.  

General advice to applicants
Employment opportunities in the Parliamentary Service are open to all Australian citizens and may be subject to a range of conditions including:
(a) a requirement for a probationary period;
(b) security and character clearances; 
(c) working with children check; and 
(d) a health clearance.
If you are not an Australian citizen, and have already applied for citizenship you may still be considered for engagement on the condition that you are able to gain Australian Citizenship within a specified time.  Failure to obtain citizenship within the timeframe could lead to termination of engagement.

If you have accepted a redundancy benefit 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 Recruitment on telephone (02) 6277 5200.
The Parliamentary Service Act 1999 provides for mobility between the Australian Public Service and the Parliamentary Service.
Conditions of employment and salary 
Conditions of employment and rates of pay for non-SES DPS staff are specified in:
(a) the Department of Parliamentary Services Enterprise Agreement 2011;
(b) the Parliamentary Service Act 1999;
(c) Parliamentary Service Determinations; and
Note: Persons commencing with DPS will generally be paid at the bottom of the salary range for the relevant classification.[footnoteRef:1] [1:  Clause 224 DPS Enterprise Agreement 2011] 

Superannuation
Employees may be required to make superannuation contributions under the Superannuation Act 1976, the Superannuation Act 1990, or the Superannuation Act 2005, whichever is applicable.  In addition DPS will pay an employer contribution rate as determined by the relevant fund. 


This cover sheet must be included with your application
Job application cover sheet – Job Reference:  JO689
	Personal Details: 	|_| Male 	|_| Female

	[bookmark: Text3]Surname: 	      	Given names:      

	Business hours contact number:	     
	[bookmark: Text6]     After hours contact number:      

	[bookmark: Text9]Email: 	     			
	

	[bookmark: Text10]Address:	     

	[bookmark: Text21]	     
	[bookmark: Text22]	Postcode:	     

	Are you an Australian citizen?
If No, have you applied for Australian Citizenship?
Date of application:      
	[bookmark: Check11]|_| Yes

|_| Yes
	[bookmark: Check12]|_| No

|_| No

	Have you accepted a Voluntary Redundancy from a Commonwealth funded agency within the last 36 weeks? 
                                                                                                                                            |_| Yes                        |_| No 
If “Yes”, what date did your exclusion period end:       

Date of voluntary redundancy:                   Name of agency:       

	[bookmark: Text12]Employment Details:	Current employer:      

	If APS are you:			Ongoing |_|		Non-ongoing |_|

	[bookmark: Text13]If APS employed as (level):      
	[bookmark: Text14]AGS Number:      

	Do you hold a security clearance?	|_| Yes	|_| No	If yes, which level do you hold?
|_| Baseline (Protected/Restricted)	|_| Negative Vetting (Secret/Highly Protected/Confidential)
|_| Negative Vetting 2 (Top Secret)	|_| Positive Vetting	

	Referees: Please provide contact details of two referees to support your claims for this position. 
Note: Your nominated referees should be a current and/or recent supervisor/manager.

	[bookmark: Text15]1. 	     
	[bookmark: Text16]2. 	     

	Relationship:	     
	Relationship:	     

	[bookmark: Text18]Ph:	     
	[bookmark: Text17]Ph:	     

	Do you wish to identify as:
	[bookmark: Check15]|_| an Aboriginal or Torres Strait Islander

	
	[bookmark: Check16]|_| a person from a different ethnic or racial background

	
	[bookmark: Check17]|_| a person with a disability

	If selected for interview, will you require any special requirements/arrangements to be made?  |_| Yes   |_| No              
If yes please advise:      

	Do you have any relatives or friends currently working in DPS?                                     |_| Yes                  |_| No
If yes provide details:      
(for the purpose of this question a friend is defined as someone with whom you socialise with outside of work 6 or more  times a year)

	Have you ever been found to have breached the APS code of conduct or similar terminated from employment for misconduct?                                                                                                                     |_| Yes                  |_| No
If Yes, Recruitment will contact you to discuss.

	I confirm that the information I have provided above and the details in my attached application are, to the best of my knowledge, true and correct. I acknowledge that it may be an offence to knowingly provide false information. 

	Name:      
	[bookmark: Text20]Date      




Duty Statement

	POSITION NUMBER:
	130200

	CLASSIFICATION:
	Parliamentary Executive Level  2 (PEL2)

	POSITION TITLE:
	Director, Contracts and Licences

	SECURITY ASSESSMENT:
	Baseline

	LOCATION:
	Parliament House, Canberra

	GROUP:
	Parliamentary Experience

	IMMEDIATE SUPERVISOR:
	Assistant Secretary, Parliamentary Experience Branch (SES 1)

	HIGHEST SUBORDINATE:
	Parliamentary Executive Level 1 (PEL1)

	DATE:
	May 2014




The Director, Contracts and Licences will be responsible for the oversight and management of the sub-contracted services and tenancies within Parliament House. Due to the specific needs of Parliament House occupants, management of these services must balance commercial and social outcomes. This new leadership role will shape the future strategic direction of this business area as part of the DPS change program. The focus will be on improved service delivery, professional stakeholder and contract management, and on realising appropriate commercial opportunities to deliver value for money.

To this end, key responsibilities of this role are to:

· Lead the development and implementation of a retail strategy for services within Parliament House, to ensure that services are aligned with the needs of building occupants and visitors to Parliament House, and make appropriate commercial use of existing retail space;
· Lead the negotiation of contracts and tenancy agreements in line with the retail strategy, with a focus on high quality service delivery and commercial return on investment where sought;
· Oversee the effective management of retail services and other tenancy agreements, with a focus on contract and stakeholder management; 
· Develop performance management frameworks to achieve high quality services across a range of delivery models (e.g. in-house, outsourced, blended models);
· Provide advice to the Assistant Secretary and Secretary DPS in relation to the delivery of retail services and management of tenancies at Parliament House; and
· Represent the Branch at the highest levels within DPS, and in dealing with other parliamentary departments, contractors and other stakeholders.


	Duties representing highest function:
	Program & Project Management

	Reviewed and approved by PEB/Recruitment:
	May 2014
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Selection Criteria

	Classification:
	PEL 2
	

	Position No.:
	130200
	

	Local Title:	
	Director, Contracts and Licences
	



Job specific criteria

· Track record of successfully managing complex contracts and license agreements, commercial services and exploiting new commercial opportunities.
· Demonstrated ability to develop and implement commercial services management strategies that are responsive to client needs, deliver business efficiencies and guarantee good returns and value for money.
· Demonstrated experience in developing performance management and quality control frameworks to achieve high quality services across a range of delivery models (e.g. in-house, outsourced, blended models).
· Highly developed negotiation and stakeholder management capabilities in commercial environments.
· Demonstrated ability to build a collaborative team environment and lead staff through a program of change. 

Generic EL2 criteria 
	Shapes Strategic Thinking
	Achieves Results
	Cultivates Productive Working Relationships
	Exemplifies Personal Drive and Integrity
	Communicates with Influence

	Inspires a sense of purpose and direction
	Builds organisational capability and responsiveness
	Nurtures internal and external relationships
	Demonstrates public service professionalism and probity
	Communicates clearly

	Focuses strategically
	Marshals professional expertise
	Facilities cooperation and partnerships
	Engages with risk and shows personal courage
	Listens, understands and adapts to audience

	Harnesses information and opportunities
	Steers and implements change and deals with uncertainty
	Values individual differences and diversity
	Commits to action
	Negotiates persuasively

	Shows judgement, intelligence and common-sense
	Ensures closure and delivers on intended results
	Guides, mentors and develops people
	Displays resilience
	

	
	
	
	Demonstrates self-awareness and a commitment to personal development
	



	Reviewed and approved by Acting Assistant Secretary, Parliamentary Experience Branch:
	Vicki Northey

	Date:
	May 2014
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