HEO LEVEL 10 - 

SAMPLE CLAUSES FOR DUTIES AND 

SELECTION CRITERIA

These are suggested example duties and selection criteria for HEO 10 which are sorted into different types of positions for ease of reference only.  They can be mixed and changed to meet the needs of your particular position.

	SAMPLE DUTY CLAUSES

	(Generic roles)
	I. Job Specific Clauses

	I.T. - Computer Support/Programmers
	1) Be responsible and accountable for providing strategic technical leadership to ITD and to senior University management that supports and enhances the University's goals.  
2) Be responsible and accountable for conceptualising, planning, developing and reviewing University ICT strategies, policies, standards guidelines so that maximum leverage is obtained from current and emerging technologies.  
3) Make significant high level ICT input into all University strategic and operational plans.  
4) Be responsible and accountable for high level research and evaluation of appropriate and relevant current and emerging technologies in the context of the whole of the University, its risk profile and its strategic plans.  
5) Keep current an extensive knowledge of ICT issues, trends and innovations. Maintain relevant industry skills and knowledge and develop new skills as necessary.  

6) Provide mentorship to technology specialists and foster a team environment that encourages open communications, goal achievement and job satisfaction.

	Administrative
	Provide the strategic vision for the XXX unit and contribute to the achievement of the University's Strategic Plan...  
IT:  

1) Provide high level professional advice and recommendations to Senior Executive of the University.  
2) Conceptualise, develop and manage the implementation of policies and processes in accordance with University strategic objectives and/or requirements.

	Research
	1) Identify and actively pursue opportunities for Directorate to obtain funding, grants and collaboration from external sources, including making the necessary applications. 
2) Be responsible and accountable for developing collaboration and/or partnerships with key stakeholders within the University and with external organisations.  Identify and pursue funding opportunities.

	II. COMMUNICATION 
(Interpersonal, Oral, Written, etc)

	Be responsible and accountable for developing collaboration and/or partnerships with key stakeholders within the University and with external organisations.  Identify and pursue funding opportunities.

	III. PROJECT MANAGEMENT/BUDGET

	IT:

1) Manage large and complex projects. Manage large and complex projects and /or provide high level technical direction to such projects.  
2) Be responsible and accountable for relevant budgets and exercise fiscal control.

	IV. POLICY DEVELOPMENT

	Be responsible and accountable for conceptualising, planning, developing and reviewing University ICT strategies, policies, standards and guidelines so that maximum leverage is obtained from relevant current and emerging technologies.

	V. FINANCIAL SKILLS/BUDGET

	Be responsible and accountable for relevant budgets and exercise fiscal control.

	VI. SUPERVISION GIVEN 
(Management of Unit/Staff)

	Where applicable be responsible for matters relating to staffing including management of performance, staff development, recruitment, discipline.

	VII. Risk Management, OHS, Quality Assurance, and Equity principles

	Be responsible for ensuring the University's policies, procedures and commitment to equal opportunity, risk management, occupational health and safety and quality assurance are implemented, and adhered to in this [Department/Centre/Directorate]


	SAMPLE SELECTION CRITERIA CLAUSES

	I. TRAINING LEVEL OR QUALIFICATION

	1) Proven expertise in the management of significant human and material resources; in addition to, in some areas, postgraduate qualifications and extensive relevant experience; or an equivalent combination of relevant experience and/or education/training.  
2) Demonstrated experience and expertise in the management of significant resources in a technical environment; or completion of relevant postgraduate qualifications and extensive relevant experience; or an equivalent alternative combination of relevant knowledge, training and/or experience.  
Library:

1) University degree, or equivalent qualifications and eligibility for professional membership of the Australian Library Information Association.  
Principal ITO:

Demonstrated extensive high level experience and expertise in the management of significant resources in a relevant technical environment; or completion of relevant postgraduate qualifications and extensive relevant high level experience; or an equivalent alternative combination of relevant knowledge training and/or experience.

	II. SPECIALIST KNOWLEDGE/SKILL

(May require a professional membership/license or ability to acquire within Timeframe)

	1) Demonstrated specialist knowledge and professional expertise, including contemporary issues and policies at a professional level.  
2) Thorough knowledge and understanding of current ICT industry trends and demonstrated ability to integrate relevant technologies into an organisation's critical business processes in a planned, cost effective and timely manner.

	III. MANAGEMENT (Project or Staff)

	Outstanding strategic management ability with the capacity to think strategically and communicate a vision for the unit  
IT:

1) Proven experience in managing all levels of staff and in leading a team of technical specialists.  
2) Clear evidence of staff leadership and team building skills, with demonstrated experience and the ability to lead and manage in a complex environment.  
Principal ITO:  
1) Substantial experience in undertaking and managing major projects to their successful completion.  
2) Proven experience in the areas of finance, strategic and operational planning and policy development at a management level.  
Library:

1) Extensive relevant management expertise and experience at a senior level, with special regard to policy development, budget formulation and project management, preferably in an academic or research library.  
2) Demonstrated expertise in implementing change.

	IV. ANALYTICAL/PROBLEM SOLVING

	1) Demonstrated ability to analyse, review and take appropriate action on complex technological issues.  
2) Demonstrated high level analytical and research skills, as well as experience and skills in policy development and writing.  
Principal ITO:  

Demonstrated ability to analyse, impartially evaluate and judge, within a whole of organisation context, complex technological issues that have a major impact on the organisation's business.

	V. COMMUNICATION SKILLS 

(interpersonal, written, oral)

	IT: 

1)  Well developed communication, presentation and writing skills relevant to technical and technology issues. 
2) Demonstrated excellent written and oral communication skills, along with high level expertise in negotiation. 
Principal ITO:

1) Demonstrated excellent client relations skills with experience in clearly and concisely communicating complex technical issues to clients and, negotiating significant organisation-wide agreements at senior level.  
2) Demonstrated high level communication skills (verbal, presentation and written) in both non-technical and technical areas.

	VI. COMPUTING SKILLS

	IT:

1) Thorough knowledge and understanding of current IT industry trends and demonstrated active participation in remaining abreast of current applicable technologies and initiatives.  
2) Familiarity with other information technology areas including a vision of how they need to work together to deliver complete IT solutions to clients. 

Principal ITO:  

Proven experience in successfully providing high level technical leadership and mentoring to technical specialists, both individually and in a team environment.

	VII. TEAM SKILLS/INDEPENDENT WORK

	Principal ITO:  

Proven experience in successfully providing high level technical leadership and mentoring to technical specialists, both individually and in a team environment.

	VIII. ORGANISATIONAL SKILLS; TIME MANAGEMENT; MANAGING PRIORITIES

	IT:

1) Substantial experience in undertaking and managing major projects to their successful completion.

2) Demonstrated high-level organisational and project management skills, with the proven ability to manage high workloads and meet multiple deadlines in an environment with conflicting priorities.

	IX. Risk Management, OHS, Quality Assurance, and Equity principles

	Demonstrated understanding and commitment to OH&S, risk management, quality assurance and EEO principles as they relate to this position.
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