HEO LEVEL 9 - 

SAMPLE CLAUSES FOR DUTIES AND 

SELECTION CRITERIA

These are suggested example duties and selection criteria for HEO 9 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

	Technical
	IT:
1) In conjunction with Project Stakeholders ensure the project is successful in satisfying the University's/Project's strategies, business vision and process objectives.  
2) Identify and document project deliverables, priorities and methodology; communicate and promote objectives and deliverables to the University and stakeholders.  
3) Provide professional expertise and management of a large Unit/Project and/or which has a University-wide impact.
IRF:
1)  Provide professional research management to the Institute.

2) Conceptualise, develop and implement strategies to maximise the success rate in obtaining external research income, including strategies for the support of postgraduate research. 

3) Conceptualise, develop and review IRF strategic research activities.
  Project Manager – IT:

1) Develop a project plan in consultation with Project Sponsor and Project Director.  
2) Project Team coordination and scheduling.  
3) Project budget control and administration.  
4) Review and/or prepare project deliverables and design decisions and ensure outputs satisfy functional and non-functional specifications. 

5) Manage Project budget. 
6) Monitor and report on Project progress to Project Steering Committee, Project Sponsor and Project Director.  
7) Identify, manage and report on project risk; develop programs to minimise project risk.  
8) Initiate, develop and implement Project quality assurance policies and practices and ensure that the project implementation meets quality benchmarks.  
9) Responsible for developing and implementing an education and training program for users across the University.  
10) Facilitate technical and user sign-off on key project deliverables, including software acceptance testing in accordance with University and Auditor General's Office requirements

	Project Assistants to Managers - IT
	Develop a project plan in consultation with Project Sponsor and Project Director. 
Sen P.O.: 

1) Maintain a broad awareness of significant internal issues, and issues of interest or trends within the tertiary sector, government, industry and the community. 
2) Provide timely and effective advice on issues affecting the University and/or the tertiary sector to "Senior Executive".  

3) Investigate issues and summarise information for briefings or draft strategic responses with implications of alternative actions.  
4) Represent the University at a senior level in dealing with public and private sector enterprises and developing strategic networks and contacts which will have long term benefit to the University.   
5) Conceptualise, develop and implement major new projects/initiatives in consultation with "Senior Executive", working closely with executive staff or working parties.  
6) Be responsible for the facilitation/project management of a range of initiatives developed out of the office of the "Senior Executive of University".  
7) In conjunction with the "Senior Exec of UNE" to develop an overarching management framework for the "Division" and other administrative areas covering quality assurance, risk management, business continuity and audit requirements.  
8) Research, coordinate and/or draft submissions to various external organisations ensuring correct protocol and requirements for submissions are followed. 
9) Research and draft speeches, briefing papers, articles, reports, presentations, non-routine correspondence, internal policies and other material and assist with reviews as required

	Administrative
	IT: 

1) Conceptualise and plan strategic developments 
2) Take overall responsibility for strategic and operational planning of the group/project. 
3) Develop Project Plan in consultation with stakeholders. 
4) Be responsible for Project Team coordination and scheduling. 
5) Be responsible for and manage Project budget and administration. 
6) Provide professional leadership and high-level support to managers.
7) Provide timely and effective advice on issues affecting the University as a whole and/or tertiary sector to the Senior Management of the University. 
8) Represent the University at a senior level. 
9) Develop strategic networks and contacts.  
Manager:  

1) Provide professional leadership and expertise in "?" management.  Conceptualise and plan strategic developments and innovations to the "?" at the University, in particular to the formulation of policy and procedures, system development.  
2) Manage and provide professional leadership across the breadth of the areas and ensure the strategic and operational objectives of the unit, its budget responsibilities and the professional development needs of its staff are met. 
3) Coordinate the various functions of the "Unit" so that the areas are working in an integrated fashion towards same objectives.  
4) Identify and manage priorities and implement initiatives which have a significant impact on the strategic management of "?" issues.  Manage significant projects designed to develop quality assurance processes and meet efficiency targets in the "?" Unit.  
5) Develop communication strategies to ensure staff are advised on significant issues, trends, policies and processes.  
6) Apply professional knowledge and skills to develop ways of adapting the University's "?" policies and procedures to meet changing demands, provide specialist advice and assistance to senior management that support the University's goals and objectives on "?".  This includes working closely with senior managers to facilitate strategic organisational change initiatives.  
7) Provide management-level advice on "?".  
8) Identify, develop and promote linkages with, and advice to, committees, specialist working parties and the Senior Executive as appropriate.  
BPI/IT:  

Conceptualise, develop and implement policies and procedures.

	Research
	IRF:  
Prepare research papers for publication and conference papers for presentation and publication.

	Accountant/Finance
	Finance: 

1) Responsible for the coordination and preparation of the annual financial statements and required returns in a timely manner and in accordance with the relevant legislation and accounting standards. 
2) Ensure the University's compliance with relevant accounting standards, accounting concepts and University accounting policy as required under applicable legislation. 
3) Provide high level advice to senior management on issues such as business performance, budget variances analysis, and assessment of financial plans, business plans and entrepreneurial policy.  
4) Coordinate the assembly and monitoring of the University's budget with cost centre heads and executive and oversee the development and maintenance of the University's forecasting and budget models.  

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

	BPI/IT: 

1) Develop communication strategies to ensure staff are advised on significant issues, trends, policies and processes.  
2) Communicate and implement a clear vision for the group/project.  
Project Manager IT: 

1) Responsible for ensuring that project documentation is prepared and collated to University, audit and industry standards. 
2) Liaise with stakeholders/relevant University personnel and external organisations regarding necessary staff resources and technical issues.

	III. Computing Role

	BPI/IT:  

Keep current an extensive knowledge of IT issues, trends and innovations.  Maintain relevant industry skills and knowledge and develop new skills as necessary.

	IV. JUDGEMENT, ANALYSIS, RESEARCH

	BPI/IT:  
Apply professional knowledge and skills; provide specialist advice and assistance to senior management that support the strategic goals and objectives of the University.

	V. PROJECT MANAGEMENT/BUDGET

	  BPI/IT:  

1) Manage and provide professional leadership across the breadth of areas of the Unit and ensure the strategic and operational objectives of the Unit, its budget responsibilities and the professional development needs of its staff are met. 
2) Manage large and complex projects. 
3) Manage significant projects, that may involve outside bodies, and which will have a significant impact on the University.  
IRF: 

1)  Develop complex project plans, including detailed budgetary plans.  Identify, manage and report on projects risk:  develop programs to minimise project risk.  
2) Manage all aspects of project(s), including collaboration with research partners, monitoring the overall progress of the project, and ensuring high-level documentation and reporting meets Institute, audit and Industry standards.

	VI. POLICY DEVELOPMENT

	  IT:  

Conceptualise, develop and implement policies and procedures.  
Finance: 

Develop and maintain the University's accounting policy and procedures, taking into account changing legislation, standards and structure.

	VII. FINANCIAL SKILLS/BUDGET

	  IRF:  

Develop complex project plans, including detailed budgetary plans.  
Manager: 

Ensure the "Unit's" budget responsibilities are met.

	VIII. SUPERVISION GIVEN 
(Management of Unit/Staff)

	IRF:  

Schedule priorities across projects and manage project teams.  
Finance:  

Responsible for providing direction and overall supervision to staff in achieving the goals and objectives of the Unit.  
Manager:  

Manage and provide professional leadership across the breadth of areas which make up the "Unit", ensure the strategic and operational objectives of the "Unit", its budget responsibilities and the professional needs of its staff are met.

	IX. 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

	Postgraduate qualifications and extensive relevant experience; or extensive management experience and management expertise/substantial technical expertise; or an equivalent combination of relevant experience and/or education/training.  
Finance: 

Completion of a recognised accounting degree with ACA/CPA membership and extensive relevant experience, or extensive management expertise and extensive management experience, or an equivalent alternate combination of relevant knowledge, training and/or experience.

	II. SPECIALIST KNOWLEDGE/SKILL

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

	IRF:  

Demonstrated significant experience in managing multiple projects and of the associate planning processes.  
Snr P.O.:  

Demonstrated knowledge of university operations and the higher education system and culture, including relevant political awareness.  
Manager:  

Extensive experience with and knowledge of the full range of administrative operations and functions, including the appropriate application of "System".

	III. MANAGEMENT (Project or Staff)

	IT: 

1) Proven management experience in the areas of human resources, finance, strategic and operational planning and policy development. 
2) Substantial experience in undertaking and managing major projects to their successful completion. 
3) Proven experience in managing a team of technical specialists.  
IRF: 

1) Demonstrated significant experience in managing multiple projects and of the associate planning processes.  
2) Proven Project Management expertise.  
Snr P.O.:  

1) Demonstrated experience in managing projects from conceptualisation, initiation to completion with a record of tangible outcomes. 
2) Proven project management expertise.  
Manager: 

Experience in leading, managing and coordinating a broad range of human resource functions in line with strategic objectives.

	IV. POLICY DEVELOPMENT

	1) Demonstrated ability to research, analyse and interpret proposals and legislative requirements including dissemination of information and preparation of proposals and responses.  
2) Demonstrated ability to write quickly, succinctly and cogently.

	V. ANALYTICAL/PROBLEM SOLVING

	1) Demonstrated ability to analyse, review and take appropriate action on complex technological issues. 
2) Demonstrated problem solving and analytical skills of a very high order.  
Snr P.O.:  

Demonstrated ability to research, analyse and interpret proposals and legislative requirements including dissemination of information and preparation of proposals and responses. 
Manager:  

Demonstrated high level analytical and diagnostic skills and the capacity to think strategically.

	VI. COMMUNICATION SKILLS 

(interpersonal, written, oral)

	1) Demonstrated excellent communication skills, including high level executive communication, technical and professional communication, and effective communication with clients at all levels. 
2) Well developed communication, presentation and writing skills relevant to technical and technology issues. 
IRF: 

1) Outstanding written and oral communication skills including the ability to write publications and executive level reports.  
2) Outstanding interpersonal skills, including demonstrated abilities in consultation, negotiation and interaction with staff and senior people within the Industry.  
Finance: 

Demonstrated ability to effectively liaise with all levels of management with a high level of both written and oral communication skills.  
Project Manager IT:  

Must possess and demonstrate exemplary interpersonal and human resource management skills.  
Snr P.O.:   
1) Demonstrated ability to write quickly, succinctly and cogently.  
2) Outstanding communication, organisational and interpersonal skills, including demonstrated abilities in consultation, negotiation and interaction with staff and senior people in the private and public sector.  
Manager:  

1) Excellent interpersonal skills, with the demonstrated capacity to effectively work cooperatively and in partnership with diverse groups and to sensitively balance the requirements of each of these groups.  
2) Demonstrated high level written and oral communication skills, including excellence in developing written documentation, and the ability to liaise at all levels.  
3) High level consultative, negotiation and conflict resolution skills.

	VII. COMPUTING SKILLS

	1) Demonstrated excellent skills and extensive relevant experience in systems analysis and design.
2) Thorough knowledge and understanding of current IT industry trends and demonstrated active participation in remaining abreast of current applicable technologies and initiatives.  
Snr P.O.:  

Strong computer literacy and keyboards skills.

	VIII. FINANCIAL/BUDGETS SKILLS

	IRF: 
Demonstrated experience in budget development, analysis and financial reporting.

	IX. INITIATIVE AND JUDGEMENT

	IRF:  
Excellent self-management skills with ability to plan strategically and apply a high level of initiative and judgement.  

	X. TEAM SKILLS/INDEPENDENT WORK

	IRF:  
Demonstrated high leadership skills, people management and team building skills.  
Finance:  
Demonstrated experience in managing a team of people to achieve planned goals and objectives.  
Manager: 

Demonstrated high level organisational skills, including demonstrated success in team-based management.

	XI. ORGANISATIONAL SKILLS; TIME MANAGEMENT; MANAGING PRIORITIES

	IT:  
Proven ability to manage high workloads and multiple deadlines in an environment with conflicting priorities and periods of high stress. 
IRF:  
Excellent self-management skills.  
Manager:  
Demonstrated high level organisational skills, including demonstrated success in team-based management.

	XII. CLIENT SERVICE SKILLS

	Experience in the provision of high-quality client-focussed services.

	XIII. 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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