
 

 
 
 

 
NSLHD: Performance and Business 

Services Realignment 
 
Dear Member, 
 
Attached is correspondence the HSU has received from Northern Sydney Local Health 
District regarding a proposed realignment within the Performance and Business Services 
Unit (PBS). 
 
Member feedback requested 
 
The HSU industrial team is currently reviewing the potential impacts of the proposed 
restructure upon affected employees. We are now seeking feedback, views and 
comments from our members. 
 
Please review the attached documentation and provide comment and feedback by 7 June 
2019. You can submit it by email to greg.odonohue@hsu.asn.au or 
denise.oshaughnessy@hsu.asn.au with subject line NSLHD PBS Realignment. 
 
HSU organiser and sub-branch involvement 
 
Your HSU organiser will be visiting your workplace shortly and convening a meeting to 
discuss the matter with affected employees. The HSU is also seeking expressions of 
interest from members to be part of the consultative process as a workplace delegate in 
any upcoming USCC meetings regarding this proposal. The most effective way to deal 
with these kinds of proposals is by taking into account the concerns of the group, agreeing 
on a way forward and presenting that united position to management.  
 
Please distribute this newsletter to your work colleagues for their information and 
comments and encourage them to attend the meeting. 
 
Not a member of the HSU? Now is time to join and have your say! You can join 
online at www.hsu.asn.au/join or call 1300 HSU NSW and join over the phone. 
 
A union’s effectiveness and negotiation power depends upon the strength and density of 
its membership base. Join your work colleagues today by becoming a member of the 
Health Services Union and help us continue to protect and improve your working life. 
 
In unity, 

 
Gerard Hayes 
Secretary, HSU NSW/ACT/QLD 
 

Newsletter: 354/2018 
Date: 31 May 2019 

Distribution: North Sydney ICT members 
Contact: Your HSU Organiser  

 

mailto:greg.odonohue@hsu.asn.au?subject=NSLHD%20PBS%20Realignment
mailto:denise.oshaughnessy@hsu.asn.aua?subject=NSLHD%20PBS%20Realignment
http://www.hsu.asn.au/join
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& maintained 

 Encourage and support a culture of continuous quality improvement 

 Report any risk identified (e.g. WHS, Clinical, Financial, Technology, Public Image) to a manager 
& request a risk assessment. Participate in risk management activities 

 Use LHD resources efficiently, minimising cost & wastage & follow LHD waste management 
guidelines 

General Responsibilities 

 Comply with the Code of Conduct & all LHD policies & procedures 

 Uphold & promote NSW Health CORE Values 

 Maintain strict confidentiality in relation to all patient, staff, workplace & LHD matters 

 Perform all other delegated tasks appropriately & in line with grading 

Key Challenges 

 Establishing & managing positive working relationships with technical teams to gain support & 
minimise reluctance of ownership by resolving teams to action Incidents & Problems. 

 Operationalising new methodologies; approaches & governance for ICT Service Delivery 
management in an organisation where SMO maturity is at reactive or emerging stage. 

 Ensuring the focus is on resolution and continuous improvement rather than blame to reduce 
conflict between support/development teams around cause 

 Prioritising and implementing work to ensure ISMS is implemented in ICT 

 Working with multiple teams and across a number of sites to achieve streamlined processes 
and reporting for information security 

 Delivering appropriate and timely advice to senior management on information security 

 Working with disparate teams to identify critical business processes 

 Delivering project outcomes in a timely manner 

 

KEY RELATIONSHIPS  

WHO WHY 

Internal  

ICT Management and 
Leadership 

 Collaborate to resolve incidents, problems & manage changes 

 Escalate issues, advise and receive instructions 

 Provide strategic and technical advice to the ICT Leadership 
in relation to ICT Service Delivery 

ICT Teams 
 Guide, support, coach & mentor on SMO function within ICT 

 To work collaboratively and contribute to achieving the team’s 
business outcome with a focus on resolution of incidents & 
problems 

 Manage flow of information, seek clarification & provide 
advice & responses to ensure prompt resolution of issues 

ICT Service Owners 
 Engaging with service owners to provide feedback & insights 

from the front-line teams, committees  & advisory groups 
across the LHDs 

 Work with Service Owners to ensure team member 
compliance with Incident processes and to ensure adequate 
management of restoration of services. 
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KEY RELATIONSHIPS  

WHO WHY 

External  

Stakeholders (including 
other NSW Government 
Agencies, eHealth NSW and 
other Local Health Districts) 

 Engage with, consult, & provide/obtain information 

 Develop & maintain effective working relationships & open 
channels of communication to ensure positive outcomes for 
stakeholders 

 Identify opportunities & risks relevant to business objectives & 
service delivery 

ICT Users / Customers  Provide strategic advice for service function, delivery & 
improvement. 

 Resolve issues & provide solutions to problems. 

 Represent Service Owners in formulation & maintenance of 
the IT Service Catalogue. 

Service Providers  Ensure Incident related information is provided by and for 
external service providers. 

 Audit any incidents related to external service providers. 

 Provide reports for external audits. 

 

SELECTION CRITERIA 

Consistently demonstrates behaviours that reinforce the CORE Values of our organisation; 
Collaboration, Openness, Respect and Empowerment. Demonstrates these behaviours with all 
stakeholders; colleagues, direct reports, as well as our patients and consumers, and those that care 
for them 

Excellent communication skills, including demonstrated solid experience in developing, documenting 
and maintaining information security policies, processes, procedures and standards and communicate 
complex concepts in plain language 

Proven ability to develop and maintain high level relationships and influencing skills and a 
demonstrated ability in identifying incidents, exposures and non-compliance and can develop 
appropriate contemporary information security solutions 

Extensive background in IT support of technologies and applications within the Information Security 
Management context with a strong understanding of contemporary issues, challenges and directions 
across IT operations and the potential implications and opportunities for a shared services 
organisation 

Strong analytical skills including the ability to analyse & interpret complex information from numerous 
sources, prepare and present analysis and reports, identify trends to understand & resolve the 
underlying cause 

Demonstrated experience in managing major incidents & managing conflict ensuring the fastest 
restoration for the customer / business, understanding when to escalate, including documenting 
Incident Reports, participating in chairing Post Incident Review meetings & developing action plans 

Demonstrated experience in IT delivery through collaborative working, teamwork, executing 
excellence with a customer centric mindset 
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SELECTION CRITERIA 

Excellent organisational skills and experience working in a high volume and demanding professional 
environment with a capacity to prioritise, multi-task, achieve business goals, perform and always work 
with a customer focused approach 

Have an in-depth knowledge and understanding of information security and risk concepts, including 
key security control frameworks.   

Strong demonstrated analytical skills in information security or business continuity environment, to 
break down and document processes 

Proven ability to develop and maintain high level relationships and influencing skills 

Ability to interact across all business units, and to comprehend business imperatives in a complex 
environment across multiply facilities 

 

JOB DEMANDS CHECKLIST  

The purpose of this checklist is to manage the risk associated with the position in relation to the occupant. 
It may be used to provide information about the position to a Health Professional required to perform a 
pre-employment medical assessment. Identification of possible risk can also assist with the development 
of a training plan for the occupant to ensure the risks are minimised. 

Each position should be assessed at the site as to the incumbent’s (or future incumbent’s) OHS 
responsibilities specific to the position. This form is to be completed in consultation with the 
manager/supervisor of the position being recruited for. 

Infrequent: intermittent activity exists for a short time on a very infrequent basis 

Occasional: activity exists up to 1/3 of the time when performing the job 

Frequent: activity exists between 1/3 and 2/3 of the time when performing the job 

Constant: activity exists for more than 2/3 or the time when performing the job 

Repetitive:  activity involved repetitive movements 

Not Applicable:  activity is not required to perform the job 

Physical Demands Frequency 

Sitting - remaining in a seated position to perform tasks  Frequent 

Standing - remaining standing without moving about to perform tasks  Infrequent 

Walking - Floor type: even / uneven / slippery, indoors / outdoors, slopes  Occasional 

Running - Floor type: even / uneven / slippery, indoors / outdoors, slopes  Infrequent 

Bend/Lean Forward from Waist - Forward bending from the waist to perform tasks  Occasional 

Trunk Twisting - Turning from the waist while sitting or standing to perform tasks  Occasional 

Kneeling - remaining in a kneeling posture to perform tasks  Infrequent 

Squatting / Crouching - Adopting a squatting or crouching posture to perform tasks  Infrequent 

Leg / Foot Movement - Use of leg and / or foot to operate machinery  Not applicable 

Climbing (stairs/ladders) - Ascend / descend stairs, ladders, steps  Occasional 

Lifting / Carrying - Light lifting & carrying: 0 - 9 kg  Frequent 

Lifting / Carrying - Moderate lifting & carrying: 10 - 15 kg  Infrequent 

Lifting / Carrying - Heavy lifting & carrying: 16kg & above  Not applicable 

Reaching - Arms fully extended forward or raised above shoulder  Infrequent 
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Pushing / Pulling / Restraining - Using force to hold / restrain or move objects 
toward or away from the body  

Occasional 

Head / Neck Postures - Holding head in a position other than neutral (facing forward)  Not applicable 

Hand & Arm Movements - Repetitive movements of hands and arms  Constant 

Grasping / Fine Manipulation - Gripping, holding, clasping with fingers or hands  Frequent 

Work At Heights - Using ladders, footstools, scaffolding, or other objects to perform 
work  

Not applicable 

Driving - Operating any motor powered vehicle  Frequent 

Sensory Demands Frequency 

Sight - Use of sight is an integral part of work performance e.g. Viewing of X-Rays, 
computer screens  

Constant 

Hearing - Use of hearing is an integral part of work performance e.g. Telephone 
enquiries  

Constant 

Smell - Use of smell is an integral part of work performance e.g. Working with 
chemicals 

Not applicable 

Taste - Use of taste is an integral part of work performance e.g. Food preparation Not applicable 

Touch - Use of touch is an integral part of work performance Constant 

Psychosocial Demands Frequency 

Distressed People - e.g. Emergency or grief situations  Not applicable 

Aggressive & Uncooperative People - e.g. drug / alcohol, dementia, mental illness  Not applicable 

Unpredictable People – eg dementia, mental illness, head injuries Not applicable 

Restraining - involvement in physical containment of patients / clients Not applicable 

Exposure to Distressing Situations - e.g. Child abuse, viewing dead / mutilated 
bodies 

Not applicable 

Environmental Demands Frequency 

Dust - Exposure to atmospheric dust  Not applicable 

Gases - Working with explosive or flammable gases requiring precautionary measures  Not applicable 

Fumes - Exposure to noxious or toxic fumes  Not applicable 

Liquids - Working with corrosive, toxic or poisonous liquids or chemicals requiring 
PPE  

Not applicable 

Hazardous substances - e.g. Dry chemicals, glues  Not applicable 

Noise - Environmental / background noise necessitates people raise their voice to be 
heard  

Not applicable 

Inadequate Lighting - Risk of trips, falls or eyestrain  Not applicable 

Sunlight - Risk of sunburn exists from spending more than 10 minutes per day in 
sunlight  

Not applicable 

Extreme Temperatures - Environmental temperatures are less than 15C or more than 
35C  

Not applicable 

Confined Spaces - areas where only one egress (escape route) exists  Infrequent 

Slippery or Uneven Surfaces - Greasy or wet floor surfaces, ramps, uneven ground  Infrequent 

Inadequate Housekeeping - Obstructions to walkways and work areas cause trips 
and falls  

Not applicable 
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Working At Heights - Ladders / stepladders / scaffolding are required to perform 
tasks  

Not applicable 

Biological Hazards - e.g. exposure to body fluids, bacteria, infectious diseases Not applicable 
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CAPABILITIES FOR THE ROLE 

The NSW Public Sector Capability Framework applies to all NSW public sector employees. The 
Capability Framework is available at www.psc.nsw.gov.au/capabilityframework 

This role also utilises an occupation specific capability set which contains information from the Skills 
Framework for Information Age (SFIA). The capability set is available at 
www.psc.nsw.gov.au/capabilityframework/ICT 

Capability summary 

Capabilities are the underlying skills, knowledge and behaviours which are necessary to perform a 
particular type or level of work.  Below is the full list of capabilities and the level required for this role.  

The capabilities in bold are the focus capabilities for this role. Refer to the next section for further 
information about the focus capabilities. 

 

NSW Public Sector Capability Framework 

Capability Group Capability Name Level 

 

Display Resilience and Courage Intermediate 

Act with Integrity Adept 

Manage Self Adept 

Value Diversity Intermediate 

 

Communicate Effectively Adept 

Commit to Customer Service Adept 

Work Collaboratively Adept 

Influence and Negotiate Adept 

 

Deliver Results Adept 

Plan and Prioritise Adept 

Think and Solve Problems Advanced 

Demonstrate Accountability Intermediate 

 

Finance Foundational 

Technology Adept 

Procurement and Contract Management Intermediate 

Project Management Intermediate 

 

 

 

 

 

 

 

file://ccahs1.cch.wan/CCLHD/Departments/ICT/PBSTeamExec/ICT%20Org%20Redesign/www.psc.nsw.gov.au/capabilityframework/ICT
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NSW Public Sector Capability Framework – Focus Capabilities 

Group & Capability Level Behavioural Indicators 

Personal Attributes 
- Display Resilience 
and Courage 

Adept  Be flexible, show initiative and respond quickly when 
situations change 

 Give frank and honest feedback/advice 

 Listen when ideas are challenged, seek to 
understand the nature of the criticism and respond 
constructively 

 Raise and work through challenging issues and 
seek alternatives 

 Keep control of own emotions and stay calm under 
pressure and in challenging situations 

Relationships - 
Commit to Customer 
Service 

Adept  Take responsibility for delivering high quality 
customer-focused services 

 Understand customer perspectives and ensure 
responsiveness to their needs 

 Identify customer service needs and implement 
solutions 

 Find opportunities to co-operate with internal and 
external parties to improve outcomes for customers 

 Maintain relationships with key customers in area of 
expertise 

 Connect and collaborate with relevant stakeholders 
within the community 

Relationships - 
Work Collaboratively 

Adept  Encourage a culture of recognising the value of 
collaboration 

 Build co-operation and overcome barriers to 
information sharing and communication across 
teams/units 

 Share lessons learned across teams/units 

 Identify opportunities to work collaboratively with 
other teams/units to solve issues and develop better 
processes and approaches to work 

Results - Plan and 
Prioritise 

Adept  Take into account future aims and goals of the 
team/unit and organisation when prioritising own 
and others’ work 

 Initiate, prioritise, consult on and develop team/unit 
goals, strategies and plans 

 Anticipate and assess the impact of changes, such 
as government policy/economic conditions, on 
team/unit objectives and initiate appropriate 
responses 

 Ensure current work plans and activities support and 
are consistent with organisational change initiatives 

 Evaluate achievements and adjust future plans 
accordingly 
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NSW Public Sector Capability Framework – Focus Capabilities 

Group & Capability Level Behavioural Indicators 

Results - Plan and 
Prioritise 

Advanced  Undertake objective, critical analysis to draw 
accurate conclusions that recognise and manage 
contextual issues 

 Work through issues, weigh up alternatives and 
identify the most effective solutions 

 Take account of the wider business context when 
considering options to resolve issues 

 Explore a range of possibilities and creative 
alternatives to contribute to systems, process and 
business improvements 

 Implement systems and processes that underpin 
high quality research and analysis 

Business Enablers 
- Technology 

Adept  Demonstrate a sound understanding of technology 
relevant to the work unit, and identify and select the 
most appropriate technology for assigned tasks 

 Identify opportunities to use a broad range of 
communications technologies to deliver effective 
messages 

 Understand, act on and monitor compliance with 
information and communications security and use 
policies 

 Identify ways to leverage the value of technology to 
achieve team/unit outcomes, using the existing 
technology of the business 

 Support compliance with the records, information 
and knowledge management requirements of the 
organisation 

 

Occupation / profession specific capabilities – ICT 
(Skills Framework for the Information Age – SFIA) 

Capability Set Category & Sub-category Code Level 

 

Delivery and operation, Service design, Service level 
management 

SLMO 4 

Delivery and operation, Service operation, Problem 
management 

PBMG 5 

Delivery and operation, Service operation, Incident 
management 

USUP 4 

Relationships and engagement, Stakeholder management, 
Relationship management 

RLMT 4 

 
 
 
 
 
 
 
 
 



Role Description 
Information Security Manager  
 

The information in this document is confidential and intended for the use of the addressee only.  If you are 
not the intended recipient, any dissemination, copying or use of the information is strictly prohibited. 

Page 31 of 68 

 
 

 
 

Occupation / profession specific capabilities – Focus Capabilities 

Category & Sub-category Code Level Level Description 

Delivery and operation, 
Service design, Service 
level management 

SLMO 4  Performs defined tasks to monitor service 
delivery against service level agreements 
and maintains records of relevant 
information. Analyses service records 
against agreed service levels regularly to 
identify actions required to maintain or 
improve levels of service, and initiates or 
reports these actions. 

Delivery and operation, 
Service operation, 
Problem management 

PBMG 5  Ensures that appropriate action is taken to 
anticipate, investigate and resolve 
problems in systems and services. Ensures 
that such problems are fully documented 
within the relevant reporting system(s). 
Enables development of problem solutions. 
Coordinates the implementation of agreed 
remedies and preventative measures. 
Analyses patterns and trends. 

Delivery and operation, 
Service operation, 
Incident management 

USUP 4  Prioritises and diagnoses incidents 
according to agreed procedures. 
Investigates causes of incidents and seeks 
resolution. Escalates unresolved incidents. 
Facilitates recovery, following resolution of 
incidents. Documents and closes resolved 
incidents according to agreed procedures. 

Relationships and 
engagement, 
Stakeholder 
management, 
Relationship 
management 

RLMT 4  Implements stakeholder engagement/ 
communications plans, including, for 
example; handling of complaints; problems 
and issues; managing resolutions; 
corrective actions and lessons learned; 
collection and dissemination of relevant 
information. Uses feedback from customers 
and stakeholders to help measure 
effectiveness of stakeholder management. 
Helps develop and enhance customer and 
stakeholder relationships. 
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ROLE DETAILS  

Position Title PMO Coordinator 

Position Number [Stafflink] 

Cost Centre 251070 

Classification Expected Grading of Health Services Manager Level 2 

Award Health Managers' (State) Award 

Registration/License 
Requirements 

Driver’s License 

Vaccination Category Category B 

Pre-Employment 
Screening Checks 

National Criminal Record Check 

Responsible to ICT Program Manager 

Responsible for No direct reports 

Division / Branch Northern Sydney Local Health District - ICT 

Geographical   
Locations/Suburbs 

All facilities across NSLHD & CCLHD 

Agency NSW Health 

Employment Status Permanent Full-Time 

ANZSCO Code  

PCAT  

Date of Approval  

Agency Website www.nslhd.health.nsw.gov.au & www.cclhd.health.nsw.gov.au  

Decision Making The incumbent in this position is expected to undertake independent 
decision making in accordance with their role and responsibilities and in 
conjunction with their manager. 

Budget / Expenditure Nil 

 

AGENCY & DIVISION OVERVIEW 

Northern Sydney Local Health District 

Northern Sydney Local Health District (NSLHD) operates in accordance with the National Health and 
Hospital Agreement.  Local decision making is at the forefront of how they function, led by a 
professional Health District Board and LHD Chief Executive.  NSLHD work closely with the Board to 
ensure the LHD delivers consistently high patient care, supported by input from clinicians and the 
community. 

For more information visit the Northern Sydney LHD Website: www.nslhd.health.nsw.gov.au 

Our Vision: The vision for Northern Sydney Local Health District is to be "leaders in healthcare, 
partners in community wellbeing". 

Our Values: As NSW Health employees, staff at Northern Sydney Local Health District (NSLHD) 
promote and uphold the NSW Health CORE Values of collaboration, openness, respect and 
empowerment. 

 
  

http://www.nslhd.health.nsw.gov.au/
http://www.cclhd.health.nsw.gov.au/
http://www.nslhd.health.nsw.gov.au/
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PRIMARY PURPOSE OF THE ROLE 

The position of PMO Coordinator exists within the Information Communications & Technology 
Division of the NS and CC Local Health Districts.  This position services all sites within these two 
LHDs and will require travel across all facilities. 

The PMO is responsible for developing project governance frameworks and improving 
program/project management maturity in ICT.  The PMO monitors and reports overall ICT program 
delivery processes, outcomes and performance. 

The PMO Coordinator will proactively promote ICT project management methodologies; support the 
implementation of the LHDs PMO practices; and monitor key projects against agreed standards.  In 
addition. The PMO Coordinator drives consistency and continuous improvement of project 
management practices. 

Key Accountabilities 

Program Management Office 

 Support the effective implementation of PMO Governance 

 Work with other ICT teams to provide project management guidance and support 

 Assist with and support the provision of project, timeframe, resource and financial reporting for all 
ICT projects. 

 Involvement in the completion of project risk assessments and risk tracking 

 Participation in post implementation review processes 

 Development and delivery of program and project management frameworks and standards 

 Provide support for all project management functions and processes 

 Provide the tools and information to the project teams for delivery 

 Contribute to the effective review and reporting on project progress, looking at time, cost, quality 
and value 

 Timely distribution of reports to stakeholders 

 Act as a liaison between project teams and eHealth NSW PMO and other agencies for all 
strategic projects 

Project Assurance 

 Contribute to the establishment of quality practices and standards which support the PMO 

 Undertake project milestone reviews 

 Deliver project status, project risk and issue reporting against key deliverables in the business 
case 

 Work together with the Business Management team to ensure all projects comply with audit 
requirements 

 Actively monitor projects within the LHDs portfolio in conjunction with the ICT Program Manager 
for successful delivery 

Promote and Consult 

 Work to promote and support an increased knowledge and capability of PMO functions across 
ICT 

 Support the promotion of a common approach to project methodology including the benefits and 
opportunities of a common approach 

 Provide timely guidance to stakeholders in developing business cases for programs to ensure 
the strategic vision is put into practice 

 Ensure committees and project teams apply PMO standards and integrate change management 
activities 
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Quality & Safety 

 Adhere to all LHD policies & procedures regarding safe practice such as Safe Work Practice 
documentation; Occupational Health, Safety & Rehabilitation; National Standards & Code of 
Practice for Manual Handling Tasks; Smoke free environment 

 Co-operate with other staff members to ensure that duty requirements & standards are being met 
& maintained 

 Encourage and support a culture of continuous quality improvement 

 Report any risk identified (e.g. WHS, Clinical, Financial, Technology, Public Image) to a manager 
& request a risk assessment. Participate in risk management activities 

 Use LHD resources efficiently, minimising cost & wastage & follow LHD waste management 
guidelines 

General Responsibilities 

 Comply with the Code of Conduct & all LHD policies & procedures 

 Uphold & promote NSW Health CORE Values 

 Maintain strict confidentiality in relation to all patient, staff, workplace & LHD matters 

 Perform all other delegated tasks appropriately & in line with grading 

Key Challenges 

 Maintaining technical knowledge within all areas or program and project management & 
advocating for developing project methodologies that have not yet been embedded in the 
behaviour & day to day activities of a fast paced high volume organisation. &  

 Operationalizing new methodologies; approaches & governance for ICT Program & Project 
management in an organisation where project management maturity is at reactive or emerging 
stage. 

 Coordination, engagement, effective tracking & communication of status and metrics across 
multiple teams and stakeholders who will often have diverse and/or competing interests and 
views 

 

KEY RELATIONSHIPS  

WHO WHY 

Internal  

Work & Project Teams  Guide, support, coach & mentor on PMO area; 

 Lead discussions & decisions regarding key projects & 
deliverables;  

 Liaise with Project Managers, Business Analysts & Project 
Business Owners. 

LHDs & Business 
Relationships 

 Work closely with the Business Relationship Team & Major 
Projects across both eMR Clinical & IT Operations; 

 Be the conduit between Business Relationships & delivery teams 
to ensure all requirements have been considered & responded to 
prior to agreement to undertake the project. 

Manager  Escalate issues, advise and receive instructions. 

External  

Stakeholders  Provide advice on a range of project related issues and 
strategies; 

 Optimise engagement to achieve defined outcomes; 

 Manage expectations and resolve issues. 
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KEY RELATIONSHIPS  

WHO WHY 

Program / Project Steering 
Committees 

 Provide updates against plan; 

 Report issues, mitigations and risks; 

 Provide advice regarding the delivery of projects and programs; 

 Consult to deliver projects and programs 

 

SELECTION CRITERIA 

Consistently demonstrates behaviours that reinforce the CORE Values of our organisation; 
Collaboration, Openness, Respect and Empowerment. Demonstrates these behaviours with all 
stakeholders; colleagues, direct reports, as well as our patients and consumers, and those that care 
for them. 

Demonstrated knowledge of project management & program management methodologies, templates 
and guidelines for successful project & program delivery. 

Knowledge of project governance processes within a government environment. 

Relevant project management experience and/or recognised Project Management qualifications. 

Proven exceptional organisational skills and experience working in a high volume & demanding 
environment with a capacity to effectively prioritise, multi-task, negotiate external accountabilities and 
meet deadlines while maintaining a customer focused approach. 

Demonstrated ability to work within a team, as well as demonstrate initiative to work with little or no 
supervision. 

Excellent oral and written communication skills with demonstrated skill in communicating effectively 
with a wide range of audiences, as well as excellent presentation skills with ability to conduct 
presentations comfortably to large groups. 

Ability to monitor client and stakeholder satisfaction and constructively manage stakeholder issues to 
ensure positive outcomes. 
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JOB DEMANDS CHECKLIST  

The purpose of this checklist is to manage the risk associated with the position in relation to the occupant. 
It may be used to provide information about the position to a Health Professional required to perform a 
pre-employment medical assessment. Identification of possible risk can also assist with the development 
of a training plan for the occupant to ensure the risks are minimised. 

Each position should be assessed at the site as to the incumbent’s (or future incumbent’s) OHS 
responsibilities specific to the position. This form is to be completed in consultation with the 
manager/supervisor of the position being recruited for. 

Infrequent: intermittent activity exists for a short time on a very infrequent basis 

Occasional: activity exists up to 1/3 of the time when performing the job 

Frequent: activity exists between 1/3 and 2/3 of the time when performing the job 

Constant: activity exists for more than 2/3 or the time when performing the job 

Repetitive:  activity involved repetitive movements 

Not Applicable:  activity is not required to perform the job 

Physical Demands Frequency 

Sitting - remaining in a seated position to perform tasks  Frequent 

Standing - remaining standing without moving about to perform tasks  Infrequent 

Walking - Floor type: even / uneven / slippery, indoors / outdoors, slopes  Occasional 

Running - Floor type: even / uneven / slippery, indoors / outdoors, slopes  Infrequent 

Bend/Lean Forward from Waist - Forward bending from the waist to perform tasks  Occasional 

Trunk Twisting - Turning from the waist while sitting or standing to perform tasks  Occasional 

Kneeling - remaining in a kneeling posture to perform tasks  Infrequent 

Squatting / Crouching - Adopting a squatting or crouching posture to perform tasks  Infrequent 

Leg / Foot Movement - Use of leg and / or foot to operate machinery  Not applicable 

Climbing (stairs/ladders) - Ascend / descend stairs, ladders, steps  Occasional 

Lifting / Carrying - Light lifting & carrying: 0 - 9 kg  Frequent 

Lifting / Carrying - Moderate lifting & carrying: 10 - 15 kg  Infrequent 

Lifting / Carrying - Heavy lifting & carrying: 16kg & above  Not applicable 

Reaching - Arms fully extended forward or raised above shoulder  Infrequent 

Pushing / Pulling / Restraining - Using force to hold / restrain or move objects 
toward or away from the body  

Occasional 

Head / Neck Postures - Holding head in a position other than neutral (facing forward)  Not applicable 

Hand & Arm Movements - Repetitive movements of hands and arms  Constant 

Grasping / Fine Manipulation - Gripping, holding, clasping with fingers or hands  Frequent 

Work At Heights - Using ladders, footstools, scaffolding, or other objects to perform 
work  

Not applicable 

Driving - Operating any motor powered vehicle  Frequent 

Sensory Demands Frequency 

Sight - Use of sight is an integral part of work performance e.g. Viewing of X-Rays, 
computer screens  

Constant 

Hearing - Use of hearing is an integral part of work performance e.g. Telephone 
enquiries  

Constant 
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Smell - Use of smell is an integral part of work performance e.g. Working with 
chemicals 

Not applicable 

Taste - Use of taste is an integral part of work performance e.g. Food preparation Not applicable 

Touch - Use of touch is an integral part of work performance Constant 

Psychosocial Demands Frequency 

Distressed People - e.g. Emergency or grief situations  Not applicable 

Aggressive & Uncooperative People - e.g. drug / alcohol, dementia, mental illness  Not applicable 

Unpredictable People – eg dementia, mental illness, head injuries Not applicable 

Restraining - involvement in physical containment of patients / clients Not applicable 

Exposure to Distressing Situations - e.g. Child abuse, viewing dead / mutilated 
bodies 

Not applicable 

Environmental Demands Frequency 

Dust - Exposure to atmospheric dust  Not applicable 

Gases - Working with explosive or flammable gases requiring precautionary measures  Not applicable 

Fumes - Exposure to noxious or toxic fumes  Not applicable 

Liquids - Working with corrosive, toxic or poisonous liquids or chemicals requiring 
PPE  

Not applicable 

Hazardous substances - e.g. Dry chemicals, glues  Not applicable 

Noise - Environmental / background noise necessitates people raise their voice to be 
heard  

Not applicable 

Inadequate Lighting - Risk of trips, falls or eyestrain  Not applicable 

Sunlight - Risk of sunburn exists from spending more than 10 minutes per day in 
sunlight  

Not applicable 

Extreme Temperatures - Environmental temperatures are less than 15C or more than 
35C  

Not applicable 

Confined Spaces - areas where only one egress (escape route) exists  Infrequent 

Slippery or Uneven Surfaces - Greasy or wet floor surfaces, ramps, uneven ground  Infrequent 

Inadequate Housekeeping - Obstructions to walkways and work areas cause trips 
and falls  

Not applicable 

Working At Heights - Ladders / stepladders / scaffolding are required to perform 
tasks  

Not applicable 

Biological Hazards - e.g. exposure to body fluids, bacteria, infectious diseases Not applicable 

 
  



Role Description 
PMO Coordinator  
 

The information in this document is confidential and intended for the use of the addressee only.  If you are 
not the intended recipient, any dissemination, copying or use of the information is strictly prohibited. 

Page 38 of 68 

 
 

CAPABILITIES FOR THE ROLE 

The NSW Public Sector Capability Framework applies to all NSW public sector employees. The 
Capability Framework is available at www.psc.nsw.gov.au/capabilityframework 

This role also utilises an occupation specific capability set which contains information from the Skills 
Framework for Information Age (SFIA). The capability set is available at 
www.psc.nsw.gov.au/capabilityframework/ICT 

Capability summary 

Capabilities are the underlying skills, knowledge and behaviours which are necessary to perform a 
particular type or level of work.  Below is the full list of capabilities and the level required for this role.  

The capabilities in bold are the focus capabilities for this role. Refer to the next section for further 
information about the focus capabilities. 

 

NSW Public Sector Capability Framework 

Capability Group Capability Name Level 

 

Display Resilience and Courage Adept 

Act with Integrity Intermediate 

Manage Self Adept 

Value Diversity Intermediate 

 

Communicate Effectively Adept 

Commit to Customer Service Intermediate 

Work Collaboratively Adept 

Influence and Negotiate Intermediate 

 

Deliver Results Adept 

Plan and Prioritise Adept 

Think and Solve Problems Foundational 

Demonstrate Accountability Intermediate 

 

Finance Adept 

Technology Intermediate 

Procurement and Contract Management Intermediate 

Project Management Intermediate 

 

 

 

 

 

 

 

file://ccahs1.cch.wan/CCLHD/Departments/ICT/PBSTeamExec/ICT%20Org%20Redesign/www.psc.nsw.gov.au/capabilityframework/ICT
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PRIMARY PURPOSE OF THE ROLE 

The ICT Business Management Officer position exists within ICT Performance and Business Services 
Department of Information Communications and Technology (ICT) Directorate, Northern Sydney 
Local Health District (NSLHD). 

The position assists the ICT Business Manager in the Financial Management of the ICT Division as 
well as facilitation of ICT procurement across the LHDs. The role is also responsible for ensuring 
division's compliance and quality assurance processes including WHS and accreditation 
requirements. 

The position requires proficiency in financial management and sound knowledge of WHS and 
accreditation requirements. This position requires the ability to analyse, support and interpret District's 
policies and procedures as well as the structure and operation of each Division and develop 
innovative solutions which require ideas, analysis, evaluation of alternatives and creativity. 

Key Accountabilities 

Business Management 

Customer Service and engagement with stakeholders across both NSLHD and CCLHD and external 
agencies and vendors. 
Collaboration across all ICT teams, LHD stakeholders, eHealth NSW and other agencies. 
Maintain ICT Intranet content to ensure up to date information is available to intranet users 
Act as a point of contact for internal and external clients and vendors. 

Procurement 

Procurement of ICT hardware, software and services for the LHDs by facilitating timely completion of 
activities required throughout all stages of the procurement process. 
Manage the provision of new telecommunication services/devices through District's 
Telecommunications provider. 
Regularly review open tickets and follow up on aged tickets and assist with ticket management as 
required. 
Draft contracts under the NSW Government's Procure IT procurement framework. 

Administration 

Oversight & management of administration functions to support ICT including: 

 HealthRoster creation, publication and maintenance for ICT Teams 

 Executive assistant / secretarial support to Director ICT 

 Secretariat duties for ICT Steering Committees 

 Executive correspondence coordination 

 Reception duties 

 Stationery ordering, invoice processing and management of holds 

 Corporate records management 

 Collation of relevant materials to assist with certification audits and accreditation surveys 

 Incident Information Management System (IIMS) for ICT internal incidents 

 Other administrative and office management duties as required 

Planning 

Contribute to asset and operational planning 

Track plans and ensure delivery to those plans 
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Monitoring and Management 
Manage the internal incident management system to ensure compliance with reporting requirements 
Represent ICT in various committees as required 
Regularly report on training requriements out of the learning management system 
Ensure month hazard reporting requirement is being met 
Co-ordinate completion of safety and accreditation related returns 

Team Leadership and Management 
Support team manager and perform management duties 
Provide encouragement to team members, including communicating team goals and identifying areas 
for new training or skill development 
Help with team member problems, and oversees work for quality and compliance 
 

Quality & Safety 

 Adhere to all LHD policies & procedures regarding safe practice such as Safe Work Practice 
documentation; Occupational Health, Safety & Rehabilitation; National Standards & Code of 
Practice for Manual Handling Tasks; Smoke free environment 

 Cooperate with other staff members to ensure that duty requirements & standards are being met 
& maintained 

 Encourage and support a culture of continuous quality improvement 

 Report any risk identified (e.g. WHS, Clinical, Financial, Technology, Public Image) to a manager 
& request a risk assessment. Participate in risk management activities 

 Use LHD resources efficiently, minimising cost & wastage & follow LHD waste management 
guidelines 

General Responsibilities 

 Comply with the Code of Conduct & all LHD policies & procedures 

 Uphold & promote NSW Health CORE Values 

 Maintain strict confidentiality in relation to all patient, staff, workplace & LHD matters 

 Perform all other delegated tasks appropriately & in line with grading 

Key Challenges 

 Providing leadership and maintaining professionalism in a demanding, busy and complex 
environment with competing priorities and strict deadlines. 

 Maintain a broad range of knowledge across various tasks and corporate functions  

 Maintain excellent customer relationships with internal and external customers  

 

KEY RELATIONSHIPS  

WHO WHY 

Internal  

ICT Management and Staff  Manage the flow of information, seek clarification and provide 
advice and responses 

 Develop and maintain effective working relationships and open 
channels of communication 
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KEY RELATIONSHIPS  

WHO WHY 

All LHD Staff  Manage the flow of information, seek clarification and provide 
advice and responses 

 Develop and maintain effective working relationships and open 
channels of communication 

External  

External agencies such as 
eHealth NSW, HealthShare 
and Pillars 

 Manage the flow of information, seek clarification and provide 
advice and responses 

 Develop and maintain effective working relationships and open 
channels of communication 

Vendors  Manage the flow of information, seek clarification and provide 
advice and responses 

 Develop and maintain effective working relationships and open 
channels of communication 

 

SELECTION CRITERIA 

Consistently demonstrates behaviours that reinforce the CORE Values of our organisation; 
Collaboration, Openness, Respect and Empowerment. Demonstrates these behaviours with all 
stakeholders; colleagues, direct reports, as well as our patients and consumers, and those that care 
for them. 

Tertiary qualification in Management, Accounting, Business, Commerce, Health Administration or 
extensive relevant experience in a large complex organisation. Including demonstrated experience in 
Human Resources systems, Oracle Financials, Materials Management and Asset Management in a 
complex business environment. 

Demonstrated team leadership skills with the ability to contribute positively to team operations and 
working relationships 

Excellent organisation and time management skills with a demonstrated ability to manage multiple 
and conflicting work priorities and meet strict deadlines 

Superior verbal and written communication, interpersonal negotiation and facilitation skills with the 
ability to communicate effectively to a wide range of individuals and organisations, including 
contractors and vendors 

Proven exceptional customer service orientation  

Demonstrated high level computer skills in Microsoft Office suite of products and other supporting 
systems for HR, procurement and records management 

Demonstrated commitment to improving workflows and processes, and implementing new quality 
work practices 
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JOB DEMANDS CHECKLIST  

The purpose of this checklist is to manage the risk associated with the position in relation to the occupant. 
It may be used to provide information about the position to a Health Professional required to perform a 
pre-employment medical assessment. Identification of possible risk can also assist with the development 
of a training plan for the occupant to ensure the risks are minimised. 

Each position should be assessed at the site as to the incumbent’s (or future incumbent’s) OHS 
responsibilities specific to the position. This form is to be completed in consultation with the 
manager/supervisor of the position being recruited for. 

Infrequent: intermittent activity exists for a short time on a very infrequent basis 

Occasional: activity exists up to 1/3 of the time when performing the job 

Frequent: activity exists between 1/3 and 2/3 of the time when performing the job 

Constant: activity exists for more than 2/3 or the time when performing the job 

Repetitive:  activity involved repetitive movements 

Not Applicable:  activity is not required to perform the job 

Physical Demands Frequency 

Sitting  remaining in a seated position to perform tasks  Constant 

Standing  remaining standing without moving about to perform tasks  Not Applicable 

Walking  Floor type: even / uneven / slippery, indoors / outdoors, slopes  Occasional 

Running  Floor type: even / uneven / slippery, indoors / outdoors, slopes  Infrequent 

Bend/Lean Forward from Waist  Forward bending from the waist to perform tasks  Occasional 

Trunk Twisting  Turning from the waist while sitting or standing to perform tasks  Occasional 

Kneeling  remaining in a kneeling posture to perform tasks  Infrequent 

Squatting / Crouching  Adopting a squatting or crouching posture to perform tasks  Infrequent 

Leg / Foot Movement  Use of leg and / or foot to operate machinery  Not Applicable 

Climbing (stairs/ladders)  Ascend / descend stairs, ladders, steps  Occasional 

Lifting / Carrying  Light lifting & carrying: 0  9 kg  Frequent 

Lifting / Carrying  Moderate lifting & carrying: 10  15 kg  Infrequent 

Lifting / Carrying  Heavy lifting & carrying: 16kg & above  Not Applicable 

Reaching  Arms fully extended forward or raised above shoulder  Infrequent 

Pushing / Pulling / Restraining  Using force to hold / restrain or move objects toward 
or away from the body  

Occasional 

Head / Neck Postures  Holding head in a position other than neutral (facing forward)  Not Applicable 

Hand & Arm Movements  Repetitive movements of hands and arms  Constant 

Grasping / Fine Manipulation  Gripping, holding, clasping with fingers or hands  Frequent 

Work At Heights  Using ladders, footstools, scaffolding, or other objects to perform 
work  

Not Applicable 

Driving  Operating any motor powered vehicle  Frequent 

Sensory Demands Frequency 

Sight  Use of sight is an integral part of work performance e.g. Viewing of X-rays, 
computer screens  

Constant 
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Hearing  Use of hearing is an integral part of work performance e.g. Telephone 
enquiries  

Constant 

Smell  Use of smell is an integral part of work performance e.g. Working with 
chemicals 

Not applicable 

Taste  Use of taste is an integral part of work performance e.g. Food preparation Not applicable 

Touch  Use of touch is an integral part of work performance Constant 

Psychosocial Demands Frequency 

Distressed People  e.g. Emergency or grief situations  Not applicable 

Aggressive & Uncooperative People  e.g. drug / alcohol, dementia, mental illness  Not applicable 

Unpredictable People – eg dementia, mental illness, head injuries Not applicable 

Restraining  involvement in physical containment of patients / clients Not applicable 

Exposure to Distressing Situations  e.g. Child abuse, viewing dead / mutilated 
bodies 

Not applicable 

Environmental Demands Frequency 

Dust  Exposure to atmospheric dust  Not applicable 

Gases  Working with explosive or flammable gases requiring precautionary measures  Not applicable 

Fumes  Exposure to noxious or toxic fumes  Not applicable 

Liquids  Working with corrosive, toxic or poisonous liquids or chemicals requiring PPE  Not applicable 

Hazardous substances  e.g. Dry chemicals, glues  Not applicable 

Noise  Environmental / background noise necessitates people raise their voice to be 
heard  

Not applicable 

Inadequate Lighting  Risk of trips, falls or eyestrain  Not applicable 

Sunlight  Risk of sunburn exists from spending more than 10 minutes per day in 
sunlight  

Not applicable 

Extreme Temperatures  Environmental temperatures are less than 15C or more than 
35C  

Not applicable 

Confined Spaces  areas where only one egress (escape route) exists  Infrequent 

Slippery or Uneven Surfaces  Greasy or wet floor surfaces, ramps, uneven ground  Infrequent 

Inadequate Housekeeping  Obstructions to walkways and work areas cause trips and 
falls  

Not applicable 

Working At Heights  Ladders / stepladders / scaffolding are required to perform tasks  Not applicable 

Biological Hazards  e.g. exposure to body fluids, bacteria, infectious diseases Not applicable 
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CAPABILITIES FOR THE ROLE 

The NSW Public Sector Capability Framework applies to all NSW public sector employees. The 
Capability Framework is available at www.psc.nsw.gov.au/capabilityframework 

This role also utilises an occupation specific capability set which contains information from the Skills 
Framework for Information Age (SFIA). The capability set is available at 
www.psc.nsw.gov.au/capabilityframework/ICT 

Capability summary 

Capabilities are the underlying skills, knowledge and behaviours which are necessary to perform a 
particular type or level of work.  Below is the full list of capabilities and the level required for this role.  

The capabilities in bold are the focus capabilities for this role. Refer to the next section for further 
information about the focus capabilities. 

 

NSW Public Sector Capability Framework 

Capability Group Capability Name Level 

 

Display Resilience and Courage Adept 

Act with Integrity Adept 

Manage Self Adept 

Value Diversity Foundational 

 

Communicate Effectively Adept 

Commit to Customer Service Adept 

Work Collaboratively Intermediate 

Influence and Negotiate Intermediate 

 

Deliver Results Intermediate 

Plan and Prioritise Intermediate 

Think and Solve Problems Intermediate 

Demonstrate Accountability Intermediate 

 

Finance Adept 

Technology Intermediate 

Procurement and Contract Management Intermediate 

Project Management Intermediate 

 

 

 

 

 

 

file://ccahs1.cch.wan/CCLHD/Departments/ICT/PBSTeamExec/ICT%20Org%20Redesign/www.psc.nsw.gov.au/capabilityframework/ICT
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NSW Public Sector Capability Framework – Focus Capabilities 

Group & Capability Level Behavioural Indicators 

Personal Attributes - 
Manage Self 

Adept  Look for and take advantage of opportunities to learn 
new skills and develop strengths 

 Show commitment to achieving challenging goals 

 Examine and reflect on own performance 

 Seek and respond positively to constructive feedback 
and guidance 

 Demonstrate a high level of personal motivation 

Relationships - 
Commit to Customer 
Service 

Adept  Take responsibility for delivering high quality customer-
focused services 

 Understand customer perspectives and ensure 
responsiveness to their needs 

 Identify customer service needs and implement 
solutions 

 Find opportunities to co-operate with internal and 
external parties to improve outcomes for customers 

 Maintain relationships with key customers in area of 
expertise 

 Connect and collaborate with relevant stakeholders 
within the community 

Relationships - Work 
Collaboratively 

Intermediate  Build a supportive and co-operative team environment\ 

 Share information and learning across teams 

 Acknowledge outcomes which were achieved by 
effective collaboration 

 Engage other teams/units to share information and 
solve issues and problems jointly 

 Support others in challenging situations 

Results - Think and 
Solve Problems 

Intermediate  Research and analyse information and make 
recommendations based on relevant evidence 

 Identify issues that may hinder completion of tasks and 
find appropriate solutions 

 Be willing to seek out input from others and share own 
ideas to achieve best outcomes 

 Identify ways to improve systems or processes which 
are used by the team/unit 
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NSW Public Sector Capability Framework – Focus Capabilities 

Group & Capability Level Behavioural Indicators 

Business Enablers - 
Finance 

Adept  Understand core financial terminology, policies and 
processes, and display a knowledge of relevant 
recurrent and capital financial measures 

 Understand impacts of funding allocations on business 
planning and budgets, including value for money, 
choice between direct provision and purchase of 
services, and financial implications of decisions 

 Understand and apply financial audit, reporting and 
compliance obligations 

 Identify discrepancies or variances in financial and 
budget reports, and take corrective action where 
appropriate 

 Seek specialist advice and support where required 

 Make decisions and prepare business cases paying 
due regard to financial considerations 

 

Occupation / profession specific capabilities – ICT 
(Skills Framework for the Information Age – SFIA) 

Capability Set Category & Subcategory Code Level 

 

Relationships and engagement, Stakeholder management, 
Relationship management RLMT 4 

   

   

   

 
 

Occupation / profession specific capabilities – Focus Capabilities 

Category & Subcategory Code Level Level Description 

Relationships and 
engagement, Stakeholder 
management, Relationship 
management 

RLMT 4 Implements stakeholder engagement/ 
communications plans, including, for example; 
handling of complaints; problems and issues; 
managing resolutions; corrective actions and 
lessons learned; collection and dissemination of 
relevant information. Uses feedback from 
customers and stakeholders to help measure 
effectiveness of stakeholder management. Helps 
develop and enhance customer and stakeholder 
relationships. 
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ROLE DETAILS  

Position Title ICT Business Administration Officer 

Position Number [Stafflink] 

Cost Centre 251070 

Classification Expected Grading of Administration Officer Level 6 

Award Health Managers' (State) Award 

Registration/License 
Requirements 

Driver’s License 

Vaccination Category Category B 

PreEmployment 
Screening Checks 

National Criminal Record Check 

Responsible to ICT Business Manager 

Responsible for No direct reports 

Division / Branch Northern Sydney Local Health District  ICT 

Geographical   
Locations/Suburbs 

All facilities across NSLHD & CCLHD 

Agency NSW Health 

Employment Status Permanent Fulltime 

ANZSCO Code  

PCAT  

Date of Approval  

Agency Website www.nslhd.health.nsw.gov.au & www.cclhd.health.nsw.gov.au  

Decision Making The incumbent in this position is expected to undertake independent 
decision making in accordance with their role and responsibilities and in 
conjunction with their manager. 

Budget / Expenditure Nil 

 

AGENCY & DIVISION OVERVIEW 

Northern Sydney Local Health District 

Northern Sydney Local Health District (NSLHD) operates in accordance with the National Health and 
Hospital Agreement.  Local decision making is at the forefront of how they function, led by a 
professional Health District Board and LHD Chief Executive.  NSLHD work closely with the Board to 
ensure the LHD delivers consistently high patient care, supported by input from clinicians and the 
community. 

For more information visit the Northern Sydney LHD Website: www.nslhd.health.nsw.gov.au 

Our Vision: The vision for Northern Sydney Local Health District is to be "leaders in healthcare, 
partners in community wellbeing". 

Our Values: As NSW Health employees, staff at Northern Sydney Local Health District (NSLHD) 
promote and uphold the NSW Health CORE Values of collaboration, openness, respect and 
empowerment. 

 

http://www.nslhd.health.nsw.gov.au/
http://www.cclhd.health.nsw.gov.au/
http://www.nslhd.health.nsw.gov.au/
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PRIMARY PURPOSE OF THE ROLE 

The ICT Administration/Procurement Assistant position exists within ICT Performance and Business 
Services Department of Information Communications and Technology (ICT) Directorate, Northern 
Sydney Local Health District (NSLHD). 
 
The position is the front face of ICT from an administrative point of view and is responsible for 
providing timely and effective services to facilitate efficient operation of ICT Procurement, 
Administration and Office Management function across all facilities of Northern Sydney and Central 
Coast Local Health Districts. 
 
This position requires proactive attitude and broad administrative skills and experience. This position 
also requires the ability develop solutions which require ideas, analysis, evaluation of alternatives and 
creative solutions. 

Key Accountabilities 

Business Management 
Customer Service and engagement with stakeholders across both NSLHD and CCLHD and external 
agencies and vendors 
Collaboration across all ICT teams, LHD stakeholders, eHealth NSW and other agencies. 
Maintain ICT Intranet content to ensure up to date information is available to intranet users 
Act as a point of contact for internal and external clients and vendors 

Procurement 
Procurement of ICT hardware, software and services for the LHDs by facilitating timely completion of 
activities required throughout all stages of the procurement process. 
Manage the provision of telecommunication services/devices through District's Telecommunications 
provider 
Create, track and update related tickets in Service Desk. Regularly review open tickets and follow up 
on aged tickets 
Draft contracts under the NSW Government's Procure IT procurement framework 

Administration 

 Maintain ICT staff roster to facilitate accurate payroll processing 

 Write, edit and distribute the ICT quarterly internal newsletter 

 Maintain the corporate records for ICT 

 Assist with collation of relevant materials to assist with certification audits and accreditation 
surveys 

 Assist with actions required to ensure that ICT meets the relevant mandatory requirements of 
WH&S and accreditation standards 

 Assist with the administration of Incident Information Management System (IIMS) for ICT internal 
incidents 

 Assist with tasks required to comply with WHS requirements 

 Process travel and accommodation bookings as required 

 Provide support to the Executive Assistant as required 

 Other administrative duties as required 
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Office Management 
 

 Handling queries and complaints via phone, email and general correspondence 

 Managing office supplies (such as stationery, consumables, equipment and furniture) 

 Maintaining office services as required (such as cleaners and maintenance companies) 

 Management of meeting rooms bookings 

 Management of ICT fleet vehicle bookings and servicing. 

 Coordinate the petty cash claims reimbursement for ICT staff 

 Coordinate monthly hazard reporting 

 Receiving and dispatching deliveries 

 Mail collection and distribution 

 Handling event coordination as required 

 Other office management duties as required 

 

Quality & Safety 

 Adhere to all LHD policies & procedures regarding safe practice such as Safe Work Practice 
documentation; Occupational Health, Safety & Rehabilitation; National Standards & Code of 
Practice for Manual Handling Tasks; Smoke free environment 

 Cooperate with other staff members to ensure that duty requirements & standards are being met 
& maintained 

 Encourage and support a culture of continuous quality improvement 

 Report any risk identified (e.g. WHS, Clinical, Financial, Technology, Public Image) to a manager 
& request a risk assessment. Participate in risk management activities 

 Use LHD resources efficiently, minimising cost & wastage & follow LHD waste management 
guidelines 

General Responsibilities 

 Comply with the Code of Conduct & all LHD policies & procedures 

 Uphold & promote NSW Health CORE Values 

 Maintain strict confidentiality in relation to all patient, staff, workplace & LHD matters 

 Perform all other delegated tasks appropriately & in line with grading 

Key Challenges 

 Working and maintaining professionalism in a demanding, busy and complex environment with 
competing priorities and strict deadlines.  

 Maintain a broad range of knowledge across various tasks and corporate functions  

 Maintain excellent customer relationships with internal and external customers  

 

KEY RELATIONSHIPS  

WHO WHY 

Internal  

ICT Management and Staff  Manage the flow of information, seek clarification and provide 
advice and responses 

 Develop and maintain effective working relationships and open 
channels of communication 
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KEY RELATIONSHIPS  

WHO WHY 

All LHD Staff  Manage the flow of information, seek clarification and provide 
advice and responses 

 Develop and maintain effective working relationships and open 
channels of communication 

External  

External agencies such as 
eHealth NSW, HealthShare 
and Pillars 

 Manage the flow of information, seek clarification and provide 
advice and responses 

 Develop and maintain effective working relationships and open 
channels of communication 

Vendors  Manage the flow of information, seek clarification and provide 
advice and responses 

 Develop and maintain effective working relationships and open 
channels of communication 

 

SELECTION CRITERIA 

Consistently demonstrates behaviours that reinforce the CORE Values of our organisation; 
Collaboration, Openness, Respect and Empowerment. Demonstrates these behaviours with all 
stakeholders; colleagues, direct reports, as well as our patients and consumers, and those that care 
for them. 

Proven capacity to work flexibly in a complex, busy and demanding work environment 

Able to operate effectively in a team, contributing positively to team operations and working 
relationships 

Excellent organisation and time management skills with a demonstrated ability to manage multiple 
and conflicting work priorities and meet strict deadlines 

Superior verbal and written communication, interpersonal negotiation and facilitation skills with the 
ability to communicate effectively to a wide range of individuals and organisations, including 
contractors and vendors 

Proven exceptional customer service orientation  

Demonstrated high level computer skills in Microsoft Office suite of products and other supporting 
systems for HR, procurement and records management 

Demonstrated commitment to improving workflows and processes, and implementing new quality 
work practices 
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JOB DEMANDS CHECKLIST  

The purpose of this checklist is to manage the risk associated with the position in relation to the occupant. 
It may be used to provide information about the position to a Health Professional required to perform a 
pre-employment medical assessment. Identification of possible risk can also assist with the development 
of a training plan for the occupant to ensure the risks are minimised. 

Each position should be assessed at the site as to the incumbent’s (or future incumbent’s) OHS 
responsibilities specific to the position. This form is to be completed in consultation with the 
manager/supervisor of the position being recruited for. 

Infrequent: intermittent activity exists for a short time on a very infrequent basis 

Occasional: activity exists up to 1/3 of the time when performing the job 

Frequent: activity exists between 1/3 and 2/3 of the time when performing the job 

Constant: activity exists for more than 2/3 or the time when performing the job 

Repetitive:  activity involved repetitive movements 

Not Applicable:  activity is not required to perform the job 

Physical Demands Frequency 

Sitting  remaining in a seated position to perform tasks  Constant 

Standing  remaining standing without moving about to perform tasks  Not Applicable 

Walking  Floor type: even / uneven / slippery, indoors / outdoors, slopes  Occasional 

Running  Floor type: even / uneven / slippery, indoors / outdoors, slopes  Infrequent 

Bend/Lean Forward from Waist  Forward bending from the waist to perform tasks  Occasional 

Trunk Twisting  Turning from the waist while sitting or standing to perform tasks  Occasional 

Kneeling  remaining in a kneeling posture to perform tasks  Infrequent 

Squatting / Crouching  Adopting a squatting or crouching posture to perform tasks  Infrequent 

Leg / Foot Movement  Use of leg and / or foot to operate machinery  Not Applicable 

Climbing (stairs/ladders)  Ascend / descend stairs, ladders, steps  Occasional 

Lifting / Carrying  Light lifting & carrying: 0  9 kg  Frequent 

Lifting / Carrying  Moderate lifting & carrying: 10  15 kg  Infrequent 

Lifting / Carrying  Heavy lifting & carrying: 16kg & above  Not Applicable 

Reaching  Arms fully extended forward or raised above shoulder  Infrequent 

Pushing / Pulling / Restraining  Using force to hold / restrain or move objects toward 
or away from the body  

Occasional 

Head / Neck Postures  Holding head in a position other than neutral (facing forward)  Not Applicable 

Hand & Arm Movements  Repetitive movements of hands and arms  Constant 

Grasping / Fine Manipulation  Gripping, holding, clasping with fingers or hands  Frequent 

Work At Heights  Using ladders, footstools, scaffolding, or other objects to perform 
work  

Not Applicable 

Driving  Operating any motor powered vehicle  Frequent 

Sensory Demands Frequency 

Sight  Use of sight is an integral part of work performance e.g. Viewing of X-rays, 
computer screens  

Constant 
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Hearing  Use of hearing is an integral part of work performance e.g. Telephone 
enquiries  

Constant 

Smell  Use of smell is an integral part of work performance e.g. Working with 
chemicals 

Not applicable 

Taste  Use of taste is an integral part of work performance e.g. Food preparation Not applicable 

Touch  Use of touch is an integral part of work performance Constant 

Psychosocial Demands Frequency 

Distressed People  e.g. Emergency or grief situations  Not applicable 

Aggressive & Uncooperative People  e.g. drug / alcohol, dementia, mental illness  Not applicable 

Unpredictable People – eg dementia, mental illness, head injuries Not applicable 

Restraining  involvement in physical containment of patients / clients Not applicable 

Exposure to Distressing Situations  e.g. Child abuse, viewing dead / mutilated 
bodies 

Not applicable 

Environmental Demands Frequency 

Dust  Exposure to atmospheric dust  Not applicable 

Gases  Working with explosive or flammable gases requiring precautionary measures  Not applicable 

Fumes  Exposure to noxious or toxic fumes  Not applicable 

Liquids  Working with corrosive, toxic or poisonous liquids or chemicals requiring PPE  Not applicable 

Hazardous substances  e.g. Dry chemicals, glues  Not applicable 

Noise  Environmental / background noise necessitates people raise their voice to be 
heard  

Not applicable 

Inadequate Lighting  Risk of trips, falls or eyestrain  Not applicable 

Sunlight  Risk of sunburn exists from spending more than 10 minutes per day in 
sunlight  

Not applicable 

Extreme Temperatures  Environmental temperatures are less than 15C or more than 
35C  

Not applicable 

Confined Spaces  areas where only one egress (escape route) exists  Infrequent 

Slippery or Uneven Surfaces  Greasy or wet floor surfaces, ramps, uneven ground  Infrequent 

Inadequate Housekeeping  Obstructions to walkways and work areas cause trips and 
falls  

Not applicable 

Working At Heights  Ladders / stepladders / scaffolding are required to perform tasks  Not applicable 

Biological Hazards  e.g. exposure to body fluids, bacteria, infectious diseases Not applicable 
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CAPABILITIES FOR THE ROLE 

The NSW Public Sector Capability Framework applies to all NSW public sector employees. The 
Capability Framework is available at www.psc.nsw.gov.au/capabilityframework 

This role also utilises an occupation specific capability set which contains information from the Skills 
Framework for Information Age (SFIA). The capability set is available at 
www.psc.nsw.gov.au/capabilityframework/ICT 

Capability summary 

Capabilities are the underlying skills, knowledge and behaviours which are necessary to perform a 
particular type or level of work.  Below is the full list of capabilities and the level required for this role.  

The capabilities in bold are the focus capabilities for this role. Refer to the next section for further 
information about the focus capabilities. 

 

NSW Public Sector Capability Framework 

Capability Group Capability Name Level 

 

Display Resilience and Courage Foundational 

Act with Integrity Foundational 

Manage Self Intermediate 

Value Diversity Foundational 

 

Communicate Effectively Foundational 

Commit to Customer Service Intermediate 

Work Collaboratively Foundational 

Influence and Negotiate Foundational 

 

Deliver Results Foundational 

Plan and Prioritise Foundational 

Think and Solve Problems Foundational 

Demonstrate Accountability Intermediate 

 

Finance Foundational 

Technology Foundational 

Procurement and Contract Management Foundational 

Project Management Foundational 

 

 

 

 

 

 

file://ccahs1.cch.wan/CCLHD/Departments/ICT/PBSTeamExec/ICT%20Org%20Redesign/www.psc.nsw.gov.au/capabilityframework/ICT
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NSW Public Sector Capability Framework – Focus Capabilities 

Group & Capability Level Behavioural Indicators 

Personal Attributes - 
Manage Self 

Intermediate  Adapt existing skills to new situations 

 Show commitment to achieving work goals 

 Show awareness of own strengths and areas for 
growth and develop and apply new skills 

 Seek feedback from colleagues and stakeholders 

 Maintain own motivation when tasks become difficult 

Relationships - 
Commit to Customer 
Service 

Intermediate  Support a culture of quality customer service in the 
organisation 

 Demonstrate a thorough knowledge of the services 
provided and relay to customers 

 Identify and respond quickly to customer needs 

 Consider customer service requirements and develop 
solutions to meet needs 

 Resolve complex customer issues and needs 

 Co-operate across work areas to improve outcomes for 
customers 

Business Enablers - 
Technology 

Foundational  Display familiarity and confidence in the use of core 
office software applications or other technology used in 
role 

 Understand the use of computers, telecommunications, 
audio-visual equipment or other technologies used by 
the organisation 

 Understand information, communication and document 
control policies and systems, and security protocols 
Comply with policies on acceptable use of technology 

 

Occupation / profession specific capabilities – ICT 
(Skills Framework for the Information Age – SFIA) 

Capability Set Category & Subcategory Code Level 

 

Relationships and engagement, Stakeholder management, 
Relationship management RLMT 4 

   

   

   

 
 

Occupation / profession specific capabilities – Focus Capabilities 

Category & Subcategory Code Level Level Description 
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Occupation / profession specific capabilities – Focus Capabilities 

Category & Subcategory Code Level Level Description 

Relationships and 
engagement, Stakeholder 
management, Relationship 
management 

RLMT 4 Implements stakeholder engagement/ 
communications plans, including, for example; 
handling of complaints; problems and issues; 
managing resolutions; corrective actions and 
lessons learned; collection and dissemination of 
relevant information. Uses feedback from 
customers and stakeholders to help measure 
effectiveness of stakeholder management. Helps 
develop and enhance customer and stakeholder 
relationships. 
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ROLE DETAILS  

Position Title ICT Project Officer 

Position Number [Stafflink] 

Cost Centre 251070 

Classification Expected Grading of Health Services Manager Level 1 

Award Health Managers' (State) Award 

Registration/License 
Requirements 

Driver’s License 

Vaccination Category Category B 

PreEmployment 
Screening Checks 

National Criminal Record Check 

Responsible to ICT Business Manager 

Responsible for No direct reports 

Division / Branch Northern Sydney Local Health District  ICT 

Geographical   
Locations/Suburbs 

All facilities across NSLHD & CCLHD 

Agency NSW Health 

Employment Status Permanent Fulltime 

ANZSCO Code  

PCAT  

Date of Approval  

Agency Website www.nslhd.health.nsw.gov.au & www.cclhd.health.nsw.gov.au  

Decision Making The incumbent in this position is expected to undertake independent 
decision making in accordance with their role and responsibilities and in 
conjunction with their manager. 

Budget / Expenditure Nil 

 

AGENCY & DIVISION OVERVIEW 

Northern Sydney Local Health District 

Northern Sydney Local Health District (NSLHD) operates in accordance with the National Health and 
Hospital Agreement.  Local decision making is at the forefront of how they function, led by a 
professional Health District Board and LHD Chief Executive.  NSLHD work closely with the Board to 
ensure the LHD delivers consistently high patient care, supported by input from clinicians and the 
community. 

For more information visit the Northern Sydney LHD Website: www.nslhd.health.nsw.gov.au 

Our Vision: The vision for Northern Sydney Local Health District is to be "leaders in healthcare, 
partners in community wellbeing". 

Our Values: As NSW Health employees, staff at Northern Sydney Local Health District (NSLHD) 
promote and uphold the NSW Health CORE Values of collaboration, openness, respect and 
empowerment. 

 

PRIMARY PURPOSE OF THE ROLE 

http://www.nslhd.health.nsw.gov.au/
http://www.cclhd.health.nsw.gov.au/
http://www.nslhd.health.nsw.gov.au/
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ICT Project Officer position exists within ICT Performance and Business Services Department of Information 
Communications and Technology (ICT) Directorate, Northern Sydney Local Health District (NSLHD). 
 
The position performs project coordination and support activities to contribute to the development and 
delivery of a range of projects designed to improve the ICT procurement and service experience. 
 
The position provides a range of project coordination and support services, including preparation of reports 
and briefs, coordinating resources, maintaining project documentation and implementing and monitoring 
project plans, to ensure project outcomes are achieved on time, on budget, to quality standards and 
within agreed scope, in line with established project management methodology. 
 
The position may also be required to provide support to the broader business management function from time 
to time with administrative tasks. 

Key Accountabilities 

Business Management 

 Customer Service and engagement with stakeholders across both NSLHD and CCLHD and 
external agencies and vendors 

 Collaboration across all ICT teams, LHD stakeholders, eHealth NSW and other agencies. 

 Maintain ICT Intranet content to ensure up to date information is available to intranet users 

 Act as a point of contact for internal and external clients and vendors 

Project Delivery Support 

 Manage and deliver minor projects to support wider objectives. 

 Contribute to the achievement of all key project performance baselines and objectives as defined 
in associated project briefs. 

 Project deliverables are established and in line with best practice, are fit for purpose and meet 
quality requirements. 

 Project controls are established and monitored to deliver projects within quality, time and cost 
constraints.  

Project Administration Support 

 High standard project briefs, reports and other supporting project documentation is completed 
and submitted when required. 

 Project issues and risks are identified, recorded, assessed and monitored centrally for each 
project. 

 Contribution to the resolution of associated project issues and risks in a timely manner to agreed 
outcomes. 

Stakeholder/Relationship Management  
Positive, collaborative and effective partnerships with key stakeholders are established and 
maintained to ensure projects meet business objectives.  
Works closely with stakeholders to review new or existing processes, technologies etc with the aim of 
improving services or cost of ownership. 
Assistance with stakeholder communication plans and their execution. 
Timely, concise and accurate responses to stakeholder Inquiries. 

 

Project Change Management  
Change management plans contributed to and developed in line with best practice. 
Change actions are implemented in accordance with agreed schedules, quality and cost. 
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Team Support 
Support the Business Management team in delivery of Procurement, Staff Rostering, Office 
Management and other Administrative tasks 
 

Quality & Safety 

 Adhere to all LHD policies & procedures regarding safe practice such as Safe Work Practice 
documentation; Occupational Health, Safety & Rehabilitation; National Standards & Code of 
Practice for Manual Handling Tasks; Smoke free environment 

 Cooperate with other staff members to ensure that duty requirements & standards are being met 
& maintained 

 Encourage and support a culture of continuous quality improvement 

 Report any risk identified (e.g. WHS, Clinical, Financial, Technology, Public Image) to a manager 
& request a risk assessment. Participate in risk management activities 

 Use LHD resources efficiently, minimising cost & wastage & follow LHD waste management 
guidelines 

General Responsibilities 

 Comply with the Code of Conduct & all LHD policies & procedures 

 Uphold & promote NSW Health CORE Values 

 Maintain strict confidentiality in relation to all patient, staff, workplace & LHD matters 

 Perform all other delegated tasks appropriately & in line with grading 

Key Challenges 

 Working in a demanding, busy and complex environment where there are competing priorities 
and staff are often working to strict deadlines, while maintaining professionalism  

 Identifying new and emerging issues, adapting to changing issues and exercising astute 
judgment; the work undertaken may be complex and contentious  

 Maintain excellent customer relationships with internal and external customers  

 

KEY RELATIONSHIPS  

WHO WHY 

Internal  

ICT Management and Staff  Manage the flow of information, seek clarification and provide 
advice and responses 

 Develop and maintain effective working relationships and open 
channels of communication 

All LHD Staff  Manage the flow of information, seek clarification and provide 
advice and responses 

 Develop and maintain effective working relationships and open 
channels of communication 

External  

External agencies such as 
eHealth NSW, HealthShare 
and Pillars 

 Manage the flow of information, seek clarification and provide 
advice and responses 

 Develop and maintain effective working relationships and open 
channels of communication 
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KEY RELATIONSHIPS  

WHO WHY 

Vendors  Manage the flow of information, seek clarification and provide 
advice and responses 

 Develop and maintain effective working relationships and open 
channels of communication 

 

SELECTION CRITERIA 

Consistently demonstrates behaviours that reinforce the CORE Values of our organisation; 
Collaboration, Openness, Respect and Empowerment. Demonstrates these behaviours with all 
stakeholders; colleagues, direct reports, as well as our patients and consumers, and those that care 
for them. 

Demonstrated willingness to be flexible and adaptable to changing priorities with the ability to meet 
deadlines while working in pressured situations. 

Able to operate effectively in a team, contributing positively to team operations and working 
relationships 

Excellent organisation and time management skills with a demonstrated ability to manage multiple 
and conflicting work priorities and meet strict deadlines 

Superior verbal and written communication, interpersonal negotiation and facilitation skills with the 
ability to communicate effectively to a wide range of individuals and organisations, including 
contractors and vendors 

Proven exceptional customer service orientation  

Demonstrated high level computer skills in Microsoft Office suite of products and other supporting 
systems for HR, procurement and records management 

Demonstrated commitment to improving workflows and processes, and implementing new quality 
work practices 
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JOB DEMANDS CHECKLIST  

The purpose of this checklist is to manage the risk associated with the position in relation to the occupant. 
It may be used to provide information about the position to a Health Professional required to perform a 
pre-employment medical assessment. Identification of possible risk can also assist with the development 
of a training plan for the occupant to ensure the risks are minimised. 

Each position should be assessed at the site as to the incumbent’s (or future incumbent’s) OHS 
responsibilities specific to the position. This form is to be completed in consultation with the 
manager/supervisor of the position being recruited for. 

Infrequent: intermittent activity exists for a short time on a very infrequent basis 

Occasional: activity exists up to 1/3 of the time when performing the job 

Frequent: activity exists between 1/3 and 2/3 of the time when performing the job 

Constant: activity exists for more than 2/3 or the time when performing the job 

Repetitive:  activity involved repetitive movements 

Not Applicable:  activity is not required to perform the job 

Physical Demands Frequency 

Sitting  remaining in a seated position to perform tasks  Frequent 

Standing  remaining standing without moving about to perform tasks  Not Applicable 

Walking  Floor type: even / uneven / slippery, indoors / outdoors, slopes  Occasional 

Running  Floor type: even / uneven / slippery, indoors / outdoors, slopes  Infrequent 

Bend/Lean Forward from Waist  Forward bending from the waist to perform tasks  Occasional 

Trunk Twisting  Turning from the waist while sitting or standing to perform tasks  Occasional 

Kneeling  remaining in a kneeling posture to perform tasks  Infrequent 

Squatting / Crouching  Adopting a squatting or crouching posture to perform tasks  Infrequent 

Leg / Foot Movement  Use of leg and / or foot to operate machinery  Not Applicable 

Climbing (stairs/ladders)  Ascend / descend stairs, ladders, steps  Occasional 

Lifting / Carrying  Light lifting & carrying: 0  9 kg  Frequent 

Lifting / Carrying  Moderate lifting & carrying: 10  15 kg  Infrequent 

Lifting / Carrying  Heavy lifting & carrying: 16kg & above  Not Applicable 

Reaching  Arms fully extended forward or raised above shoulder  Infrequent 

Pushing / Pulling / Restraining  Using force to hold / restrain or move objects toward 
or away from the body  

Occasional 

Head / Neck Postures  Holding head in a position other than neutral (facing forward)  Not Applicable 

Hand & Arm Movements  Repetitive movements of hands and arms  Constant 

Grasping / Fine Manipulation  Gripping, holding, clasping with fingers or hands  Frequent 

Work At Heights  Using ladders, footstools, scaffolding, or other objects to perform 
work  

Not Applicable 

Driving  Operating any motor powered vehicle  Frequent 

Sensory Demands Frequency 

Sight  Use of sight is an integral part of work performance e.g. Viewing of X-rays, 
computer screens  

Constant 

Hearing  Use of hearing is an integral part of work performance e.g. Telephone 
enquiries  

Constant 
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Smell  Use of smell is an integral part of work performance e.g. Working with 
chemicals 

Not applicable 

Taste  Use of taste is an integral part of work performance e.g. Food preparation Not applicable 

Touch  Use of touch is an integral part of work performance Constant 

Psychosocial Demands Frequency 

Distressed People  e.g. Emergency or grief situations  Not applicable 

Aggressive & Uncooperative People  e.g. drug / alcohol, dementia, mental illness  Not applicable 

Unpredictable People – eg dementia, mental illness, head injuries Not applicable 

Restraining  involvement in physical containment of patients / clients Not applicable 

Exposure to Distressing Situations  e.g. Child abuse, viewing dead / mutilated 
bodies 

Not applicable 

Environmental Demands Frequency 

Dust  Exposure to atmospheric dust  Not applicable 

Gases  Working with explosive or flammable gases requiring precautionary measures  Not applicable 

Fumes  Exposure to noxious or toxic fumes  Not applicable 

Liquids  Working with corrosive, toxic or poisonous liquids or chemicals requiring PPE  Not applicable 

Hazardous substances  e.g. Dry chemicals, glues  Not applicable 

Noise  Environmental / background noise necessitates people raise their voice to be 
heard  

Not applicable 

Inadequate Lighting  Risk of trips, falls or eyestrain  Not applicable 

Sunlight  Risk of sunburn exists from spending more than 10 minutes per day in 
sunlight  

Not applicable 

Extreme Temperatures  Environmental temperatures are less than 15C or more than 
35C  

Not applicable 

Confined Spaces  areas where only one egress (escape route) exists  Infrequent 

Slippery or Uneven Surfaces  Greasy or wet floor surfaces, ramps, uneven ground  Infrequent 

Inadequate Housekeeping  Obstructions to walkways and work areas cause trips and 
falls  

Not applicable 

Working At Heights  Ladders / stepladders / scaffolding are required to perform tasks  Not applicable 

Biological Hazards  e.g. exposure to body fluids, bacteria, infectious diseases Not applicable 
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CAPABILITIES FOR THE ROLE 

The NSW Public Sector Capability Framework applies to all NSW public sector employees. The 
Capability Framework is available at www.psc.nsw.gov.au/capabilityframework 

This role also utilises an occupation specific capability set which contains information from the Skills 
Framework for Information Age (SFIA). The capability set is available at 
www.psc.nsw.gov.au/capabilityframework/ICT 

Capability summary 

Capabilities are the underlying skills, knowledge and behaviours which are necessary to perform a 
particular type or level of work.  Below is the full list of capabilities and the level required for this role.  

The capabilities in bold are the focus capabilities for this role. Refer to the next section for further 
information about the focus capabilities. 

 

NSW Public Sector Capability Framework 

Capability Group Capability Name Level 

 

Display Resilience and Courage Intermediate 

Act with Integrity Foundational 

Manage Self Intermediate 

Value Diversity Adept 

 

Communicate Effectively Intermediate 

Commit to Customer Service Intermediate 

Work Collaboratively Foundational 

Influence and Negotiate Foundational 

 

Deliver Results Intermediate 

Plan and Prioritise Foundational 

Think and Solve Problems Intermediate 

Demonstrate Accountability Foundational 

 

Finance Foundational 

Technology Intermediate 

Procurement and Contract Management Foundational 

Project Management Intermediate 
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NSW Public Sector Capability Framework – Focus Capabilities 

Group & Capability Level Behavioural Indicators 

Personal Attributes - 
Manage Self 

Intermediate  Adapt existing skills to new situations 

 Show commitment to achieving work goals 

 Show awareness of own strengths and areas for 
growth and develop and apply new skills 

 Seek feedback from colleagues and stakeholders 

 Maintain own motivation when tasks become difficult 

Relationships - 
Commit to Customer 
Service 

Adept  Take responsibility for delivering high quality customer-
focused services 

 Understand customer perspectives and ensure 
responsiveness to their needs 

 Identify customer service needs and implement 
solutions 

 Find opportunities to co-operate with internal and 
external parties to improve outcomes for customers 

 Maintain relationships with key customers in area of 
expertise 

 Connect and collaborate with relevant stakeholders 
within the community 

Results - Deliver 
Results 

Intermediate  Complete work tasks to agreed budgets, timeframes 
and standards 

 Take the initiative to progress and deliver own and 
team/unit work 

 Contribute to allocation of responsibilities and 
resources to ensure achievement of team/unit goals 

 Seek and apply specialist advice when required 

Business Enablers - 
Project Management 

Intermediate  Perform basic research and analysis which others will 
use to inform project directions 

 Understand project goals, steps to be undertaken and 
expected outcomes 

 Prepare accurate documentation to support cost or 
resource estimates 

 Participate and contribute to reviews of progress, 
outcomes and future improvements 

 Identify and escalate any possible variance from 
project plans 
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Occupation / profession specific capabilities – ICT 
(Skills Framework for the Information Age – SFIA) 

Capability Set Category & Subcategory Code Level 

 

Relationships and engagement, Stakeholder management, 
Relationship management RLMT 4 

Strategy and architecture, Business strategy and planning, 
Business process improvement BPRE 5 

   

   

 
 

Occupation / profession specific capabilities – Focus Capabilities 

Category & Subcategory Code Level Level Description 

Relationships and 
engagement, Stakeholder 
management, Relationship 
management 

RLMT 4 Implements stakeholder engagement/ 
communications plans, including, for example; 
handling of complaints; problems and issues; 
managing resolutions; corrective actions and 
lessons learned; collection and dissemination of 
relevant information. Uses feedback from 
customers and stakeholders to help measure 
effectiveness of stakeholder management. Helps 
develop and enhance customer and stakeholder 
relationships. 

Strategy and architecture, 
Business strategy and 
planning, Business process 
improvement 

BPRE 5 Analyses business processes; identifies alternative 
solutions, assesses feasibility, and recommends 
new approaches. Contributes to evaluating the 
factors which must be addressed in the change 
programme. Helps establish requirements for the 
implementation of changes in the business process. 

 
 
 
 


