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	Grade 1
	Grade 2
	Grade 3
	Grade 4

	ELEMENTS
	
	VR 1
	VR 2
	VR 1
	VR 2
	

	Decision Making
	1.1A
	2.1A
	2.2A
	3.1A
	3.2A
	4.1A

	Accountability and Frameworks
	Undertakes specific and defined tasks within established rules under close supervision, defined as:

· Clear and detailed instructions are provided; tasks are covered by standard procedures;

· Deviation from procedures or unfamiliar situations are referred to higher levels; and

· Work is regularly checked

Influences own daily work priorities and schedules under direction of supervisor

Accountable for accuracy and timeliness of outputs


	Applies rules, processes and standards under general supervision

Plans and prioritises own work program to achieve defined targets

Changes own work program, which may impact on the operations of the work area 


	Selects from a range of accepted options established by rules, processes, and standards

Makes decisions that may have significant impact on clients 


	Team leadership may be exercised where appropriate to the role

Exercises professional judgement about the application of rules, or the selection of choices within guidelines

Resolves local operational service delivery problems within guidelines

Reviews decisions, assessments and recommendations from less experienced team members

Determines the work organisation of the work area

Analysis and advice contributes to decision making by others 

Manages budget and resources for the work area
	Sets local precedents regarding the application of guidelines

Provides guidance for others in the work area and/ or related areas 


	Develops guidelines within the work area

Resolves operational service delivery problems consistent with program objectives 

Interprets and applies business plans and policies to own area of responsibility Advice and analysis contributes to policy formulation 



	Innovation and Originality
	The focus is on maintaining existing systems and processes

Identifies opportunities to improve own efficiency and suggests these to supervisor
	Judgement is required to solve problems arising in own work program

Takes initiative to recommend improved processes in immediate work area
	Creatively deals with problems within the work area
	Initiates improvements to procedures within the work area


	Assesses and responds to policy and process changes in the work area 

Identifies and applies developments within professional field to problem solving within the work area
	Innovative thinking is an inherent feature of the job 

Defines the appropriate methodology in the analysis of policy or research options




	
	Grade 1
	Grade 2
	Grade 3
	Grade 4

	
	
	VR 1
	VR 2
	VR 1
	VR 2
	

	Communication


	1.1B

Provides and receives routine information

Communication is mainly focused on routine issues that may require an understanding of the operational context


	2.1B

Explains rules, procedures and operational policies to individual clients or colleagues 

Presents routine information to small groups and provides feedback to organisation

Draft routine internal reports and correspondence

Liaises with stakeholders, clients and external providers of goods and services

Suggests alternative approaches to clients or stakeholders 

Understands procedures for effectively dealing with people exhibiting challenging behaviours


	2.2B

Conducts formal community information sessions and consultative process involving small groups or participates in a similar process in larger groups

Uses persuasion skills in dealing with an individual client, colleague, service provider or the like
	3.1B

May lead a team through activities including individual and team performance management and development

Explains concepts and policies to clients, stakeholders and staff

Plans, leads and facilitates information sessions and consultative processes in a range of settings

Prepares briefs on sensitive issues for consideration of others

Draft public communication documents

Communicates issues and advocates a preferred case or option to stakeholders

Communicate professional/ technical concepts and advice

Provides communication guidance to less experienced colleagues

Uses persuasion, advocacy, negotiation and motivation skills with clients, providers, staff, peers and managers
	3.2B

Plan, lead and facilitate consultative processes in a range of settings involving more difficult or sensitive issues

Prepares complex operational reports

requiring in-depth factual analysis


	4.1B

Conveys specialist concepts and policies to clients, staff and stakeholders

Prepares reports, briefs and correspondence on complex issues that impact at program or organisational level 

Develops and implements operational communication and consultation strategies on specific projects

Applies negotiation persuasion and motivation skills to manage staff and stakeholders 


	
	Grade 1
	Grade 2
	Grade 3
	Grade 4

	
	
	VR 1
	VR 2
	VR 1
	 VR1
	

	Knowledge and Proficiency


	1.1C

Focus is on learning, developing and refining work skills 

Requires knowledge of equipment and tools to perform routine tasks, experiments and procedures, and develops practical application of these skills

Requires understanding of general office work routines and procedures

Acquire and apply proficiency in standard office equipment and computer applications
	2.1C

Understands and applies theoretical principles, under supervision, to achieve defined outcomes 

Develops knowledge of established techniques and organisational processes

Proficient in use of software or technical equipment

Knowledge of legislation, regulations, policies and processes relevant and specific to the role


	2.2C 

Uses theoretical knowledge under supervision to achieve defined outcomes in a variety of work situations

Local reference point in operational processes and procedures 


	3.1C

Uses theoretical knowledge to achieve agreed outcomes in moderately complex work situations 

Authoritative in application of processes and policy relevant to the work unit

Knowledge of relevant legislation, regulations, policies and processes


	3.2C

Adapts theoretical knowledge based on practical experience and/or understanding of current issues in the field

Applies understanding of interrelationships between stakeholders and/or other work units to achieve local objectives


	4.1C

Researches and applies advanced theoretical knowledge in a specialised field to operational problem solving

Applies sound theoretical and practical expertise in development of policy options

Authoritative in application of processes 



	
	Grade 1
	Grade 2
	Grade 3
	Grade 4

	FUNCTIONS (4)
	
	VR1
	VR 2
	VR 1
	VR 2
	

	Policy and Projects
	1.1D

Provides administrative support to policy and projects, consistent with the support elements described in 1.1B


	2.1D

Drafts minutes and action plans for consideration by others

Collects data, undertakes basic analysis and prepares simple reports


	2.2D

Undertakes research specified by others, including data analysis

Administers routine projects under direction or coordinates project steps

Contributes to operational

service delivery policy development


	3.1D

Researches issues and prepares draft reports and briefings within a project plan or policy framework set by others

Conducts projects of defined scope under direction

Obtains, summarises and reports on stakeholder views


	3.2D

Plans and conducts several narrowly scoped projects simultaneously

Conducts aspects of more complex projects under direction 

Contributes to planning on large projects


	4.1D

Researches and develops recommendations in a specific field of expertise

Develops and implements operational policy which impacts the immediate work area

Contributes to strategic policy development within a specific field of expertise

Manages projects, usually under limited direction

Contributes expertise to a team working on complex projects

Prepares project scopes and briefs within broad parameters

Manages multi-disciplinary project teams

	Administrative and Corporate Support
	1.1E

Performs routine administrative tasks, including general telephone, counter and front office enquiries, mail deliveries, assisting with stock control, supporting organisation of meetings, receiving and initial processing of standard paperwork 


	2.1E

Provides office support through activities such as using and maintaining standard office equipment and software

Drafts routine correspondence and minutes

Organises routine meetings and small functions

Undertakes standard processing work such as data entry, purchasing, payments and reports using office databases 

Performs telephone and counter duties consistent with 2.1B
	2.2E

Responsible for office support services and systems for a work unit

Documents meeting outcomes in more complex situations 

Provides support to contract administration

Demonstrates problem solving in processing work 

Create and maintains local databases or reporting systems utilising standard software

Analyse standard reports and data to identify exceptions
	3.1E

May lead a corporate support team 

Manages team performance through activities such as monitoring and reporting

Maintains corporate databases and completes analysis  

Monitors and administers straight forward, local contracts and service agreements within a well defined service delivery framework


	3.2E

Prepares and analyses reports from corporate databases to support decision making in the broader work area 

Develops local databases or reporting systems

Negotiate straight forward, local contracts and service agreements


	4.1E

Leads a larger or complex corporate support work unit  

Provides specialist administrative and corporate support expertise 

Negotiates and manages straight forward, corporate contracts and service agreements

Drafts reports and recommendations by interpreting and analysing data


	
	Grade 1
	Grade 2
	Grade 3
	Grade 4

	
	VR 1
	VR 1
	VR 2
	VR 1
	
	

	Operational Service Delivery 


	1.1F

Provides routine information, such as standard information and explanations, to clients and members of the public

Receives payment for routine services such as the sale of publications, individual licence fees Performs routine service delivery functions for clients such as, driving, food preparation, cleaning, gardening, assisting qualified trade persons and minor maintenance

Operates and maintains tools and equipment appropriate to the function and level of qualification
	2.1F

Provides standard services under general supervision and within a defined service delivery framework 

Delivers information services to the general public or clients, including initial advice and referral

Consistent with the development of knowledge specified at 2.1C, participates in routine investigations under direction and provides evidence if required 

Reconciles, banks monies and manages petty cash


	2.2F

Assesses client needs and implements appropriate service delivery from a range of accepted options

Identifies where limited precedents apply and may recommend action to be taken

Assists in preparing or presenting cases in a range of review forums, tribunals and courts 


	3.1F

Supervises a service delivery team 

Assesses client needs and delivers a range of services in complex situations Investigates and assesses actions by individuals or organisations against legislation, rules, regulations, service agreements 

Advocates issues involving established precedents before a range of review forums, tribunals and courts 

Participates in the development of strategies to represent the organisation or clients, involving complex and challenging problems
	3.2F

Reviews client assessments and associated service delivery plans

 Advocates more complex cases to represent the organisation or clients before a range of review forums, tribunals and courts 

Recommends strategies to represent the agency and/or clients involving complex and challenging problems


	4.1F

Determines operational service delivery plans based on accepted standards

Recommends resource allocation to immediate manager in order to meet service delivery priorities

Manages operational work teams 

Undertakes advanced case management, which may include cross agency collaboration

Undertakes complex or technical investigations and makes recommendations for action  



	Technical/Specialist


	1.1G

Assists technicians, scientists and specialists in tasks that are straightforward and use established techniques and work practices

Operates and maintains technical or scientific equipment appropriate to the function and level of qualification

This level performs routine technical support functions such as setting up a laboratory, cleaning equipment, and supporting field work
	2.1G

Conducts routine scientific, technical or specialist procedures and data collection, collation and analysis 

Diagnoses and corrects faults and problems with technical equipment 

Contributes to scientific or technical project planning


	2.2G

Modifies routine scientific, technical or specialist procedures to a limited specification

Exercises discretion in use of equipment and actions to achieve results within specifications
	3.1G

Conducts small to medium scientific, technical or specialist projects defined by others

Undertakes technical data analysis in field of expertise

Conducts field or desk-top studies as part of a team

Assembles non-standard technical systems or equipment to a specification

Leads a small scientific, technical or specialist team


	3.2G

Plan small to medium scientific, technical or specialist projects 

May control a laboratory function or field operation where a range of related technical functions are performed

Prepares complex reports requiring in-depth factual analysis
	4.1G

Manages a scientific, technical or specialist team and/or projects 

Independently performs professional or technical work at an advanced level in a narrow field of expertise or on research projects

Provides professional scientific, technical or specialist advice based on field of expertise 

Undertakes technical data analysis and modelling and prepares reports




	
	Grade 5
	Grade 6

	
	VR 1
	VR 2
	VR1
	VR2

	Decision Making
	5.1A
	5.2A 
	6.1A
	6.2A

	Rules, Guidelines, and Frameworks
	Decisions often impact upon staff, peers and clients outside the immediate work area

Makes decisions in situations where there is some, but not definitive, precedent about the application of an organisational framework

Advice and analysis influences policy development

Contributes to strategic business planning 

Interprets and applies business plans and policies in own area of responsibility and provides advice to others on implementation issues  

Accountable for work organisation, the allocation of resources within and the outputs required of the work area 
	Decisions may set precedents for peers

Develops business plans to deliver on evolving organisational priorities


	Develops policy frameworks within area of expertise or responsibility based on defined organisational priorities

Participates in strategic planning and contributes to strategic decision making process

Accountable for achievement of established corporate objectives including the formulation and implementation of local business plans
	Develops policies, programs and initiatives that impact on programs or major functional areas 

Required to interpret general policy framework to make decisions in the absence of definitive operational policies

	Innovation and Originality
	Innovative thinking and analysis influences developments within area of responsibility


	Solutions and thinking may advance organisational innovation or occupational/professional knowledge

Creatively develops options in a changing organisational environment
	Identifies and responds to new and emerging strategic issues impacting on the operating environment 


	Contributes advanced expertise and knowledge to strategic planning and decision making processes

	Communication
	5.1B

Initiates and maintains relationships with peer and senior internal and external stakeholders

Focuses on understanding stakeholder issues

Negotiates with stakeholders and peers with the object of gaining co-operation and meeting timelines for delivery of project, service or advice

Prepares technical reports at an advanced professional level


	5.2B

Relies on formal and informal communication channels to achieve goals and engages stakeholders to help them identify areas and opportunities for improvement

Initiates and maintains effective relationships with internal and external stakeholders at peer or senior levels

Manages consultation processes including engagement with key stakeholders.  

Negotiates with stakeholders, peers, industry bodies and other government agencies with the objective of gaining co-operation, influencing views and meeting timelines for delivery of project, service or advice

Is influential in negotiations with external suppliers of major services
	6.1B

Purpose of communication may be to resolve complex issues through a process of consultation and negotiation

Prepares technical reports at an authoritative level

Develops briefs on highly complex issues that provide options for decision within an organisation

Initiates and manages negotiations with peers (internal and external to work unit) to gain commitment to projects, and delivery of activities to meet timelines

Provides and receives highly complex, contentious or sensitive information where high levels of negotiation, communication and interpersonal skills are required

Explains highly complex concepts, ideas and issues to an executive (ie non-expert) audience

Represents own work area with external stakeholders, and effectively manages feedback 

Confidently represents the agency with external peers and negotiate within parameters agreed with immediate manager

Focuses on understanding stakeholder issues and influencing their views

Provides authoritative expert advice on complex issues within own area
	6.2B

Is required to use formal and informal channels to influence organisation or program management to achieve goals

Influences stakeholders holding competing priorities and views

Briefs high level stakeholders in own area of expertise in a variety of forums

Operates with loosely defined hierarchies of decision-making

Negotiates to resolve differences to achieve agreement to project/program

May be required to negotiate on the spot, often on the basis of limited information



	Knowledge and Proficiency


	5.1C 

Uses specialist knowledge within a confined field to challenge policies and professional concepts

Applies complex concepts to policy development or research

Provides leadership in the adaptation and application of concepts to operational matters within local work area 

Models high level leadership attributes 
	5.2C

Modifies and applies concepts to new situations that may impact beyond the immediate work area

Provides leadership in the application of concepts to policy development


	6.1C 

Uses knowledge of structures, processes and culture of government, the sector and the Department to develop policies and new program or project initiatives

Applies complex concepts drawn from non-related fields to address policy issues

High level expertise in the field or discipline 


	6.2C 

Proficiency and expertise has a significant impact on the capability to deliver the policy agenda, program or project initiatives

High level expertise in the program area

High level expertise in a field or discipline that is critical to the program or organisation



	Policy and Projects


	5.1D

Formulates policy options and advice

Develops project briefs consistent with business plan direction

Manages and leads projects

Develops briefs on highly complex issues that provide options for discussion and consideration and will contribute to the development of a set of final options for decision


	5.2D

Advocates policy options 

Manages and leads complex projects


	6.1D

Responsible for operational policy or service development impacting on a major functional area

Responsible for implementation of endorsed strategic policy within the functional area

Routinely advises senior stakeholders on policy issues and solutions within a functional area


	6.2D

Responsible for operational policy or service development that has significant impact across functional areas

Responsible for implementation of endorsed strategic policy across functional areas

Area of expertise and responsibility is complicated by the scale and difficulty of the issues

Manages major projects for the organisation

Provides policy advice to government, senior levels of the organisation and key external stakeholders


	
	Grade 5
	Grade 6

	
	VR 1
	VR 2
	VR 1
	VR 2

	Administrative and Corporate Support
	5.1E

Manages a discrete function with limited budget or staff responsibilities

Provides high level expertise dealing with more complex issues in a specialised corporate support function


	5.2E

Manages a discrete function with increased budget, staff responsibilities, or sensitive or complex issues

Provides professional leadership in a specialised corporate support function 


	6.1E

Manages an area with significant budget, staff responsibilities or strategic importance  

Contributes to strategic corporate initiatives and is responsible for implementation


	6.2E

Provides leadership and guidance based on advanced expertise

Manages a range of strategic corporate functions, each with significant budget, staff responsibilities or strategic importance

Leads strategic corporate initiatives



	Operational Service Delivery
	5.1F

Manages cross-functional delivery within a defined service

Develops service plans and delivery standards for the area of responsibility

Determines service delivery resource allocation

Provides specialist professional services or advice 


	5.2F

Manages cross-functional delivery of a defined service with increased budget, staff responsibilities, or sensitive or complex issues

Provides specialist professional services or advice, including leadership and guidance to other specialists in the field


	6.1F

Manages a large scale organisational service or regional delivery function 

Develops service delivery models within business plans and objectives

Provides highly specialist services or expert advice on service delivery
	6.2F

Provides leadership and guidance based on advanced expertise

Develops complex or specialised service delivery models 

Responsible for meeting service objectives, including financial, quality and time related targets for programs or major projects



	Technical Specialist
	5.1G

Specialist in an area of their profession and relied on for advice in this field

Undertakes complex independent scientific, technical or specialist work and analysis

Initiates research and analysis within an area of expertise consistent with organisational objectives

	5.2G

Provides leadership and guidance to other specialists in the field 

Contributes to the development of standards relating to the sector, program or profession


	6.1G

Subject matter expert that conceptualises, initiates, implements, promotes and evaluates complex and innovative technical programs

Routinely advises senior levels of the organisation on policy issues and solutions within a functional area 

Develop technical or professional standards for the organisation


	6.2G

Area of expertise and responsibility is complicated by the scale and difficulty of the issues

Provides leadership and guidance based on advanced expertise




	
	Senior Technical Specialist 

	
	VR 1
	VR 2
	VR 3

	Senior Technical/Specialist


	7.1A

Leads highly specialised professional research, Provides professional leadership in a major program or field of research

Manages a significant professional research institute or function with significant resource management responsibilities

Provide state-wide expertise within a specific field of endeavour critical to the agency’s overall program

Responsible for quality professional outcomes of work

Understands the implications of the work and its impact on/contribution to Departmental or Government policy

Provides professional leadership and development of staff in area of professional expertise

Influences departmental policy direction and may develop or change policy as a result of specialised work or research.

Responsible for the quality professional outcomes of major projects

 Departmental and Statewide reputation is associated with positions at this level
	7.2A

This value range is characterised by work consistent with that expressed in value range 1 with broader scope, complexity and impact

Provides authoritative advice and leadership in area of expertise

Manages a professional discipline that impacts on department wide operations and provides high level professional advice to programs across the agency

Manages substantial resources primarily associated with projects of significance to the Department/Government or within the field of expertise

Provides professional leadership and development of staff in area of professional expertise including leading and inspiring teams of fellow professionals


	7.3A

Regarded as having the highest level of expertise within the Agency and is recognised nationally, and internationally in narrower fields

Expertise is of primary importance to the Department/Government

Considerable resource management responsibility primarily associated with projects of primary importance to the Department/Government or within the field of scientific or professional expertise

Manages capital management projects in the order of multi-million dollar, cross portfolio or major agency projects

	Decision Making
	
	
	

	Accountability and Frameworks
	7.1B

Limited frameworks, precedents and guidelines beyond broad Government policy and professional discipline standards 

Generates strategic directions and programs for the agency or the sector 

Develops strategic frameworks for research or industry development 

Typically operates in an environment with a high degree of sensitivity or risk associated with the particular industry sector, field or professional endeavour

Outcomes directly affect external perceptions of the Department by Government and the community 

Influences the national and international debate in the profession/ field of expertise

	
	

	Innovation and Originality
	7.1C

Recognised nationally as a specialist in a particular field and applies this knowledge to achieve highly creative and/or innovative solutions to major challenges/ major projects 

Identifies and responds to new and emerging issues in the field and their longer term implications for the State 

	
	

	Communication
	7.1D

Interacts with executives/ professional staff within the organization and with other experts in the field/profession 

Communicates at highest managerial levels and with Ministers 

Communicates externally across industry.  Can be at national and international levels 

Informs stakeholders of matters arising from ‘professional/expert’ role.  As an expert, communication will rarely be questioned

Close interaction with other professionals in the field 

Direct contact with senior political, commercial, community or sector stakeholders 

Provides expert information and advice on professional field of interest/major project/s

Develops and utilises communication networks to ensure appropriate development and application of research or project initiatives in accordance with government priorities
	7.2D

Develops and utilises national and international communication networks to ensure appropriate development and application of research or project initiatives in accordance with government priorities 

Negotiates elements of million dollar projects or the involvement or contribution of senior public or private sector leaders
	7.3D

Initiates and negotiates joint research programs with universities and other agencies 

Negotiates all aspects of multi-million dollar projects to ensure they are on-budget and on-time

	Knowledge and Proficiency
	7.1E

Requires significant experience in the field/area of expertise

Authoritative specialist/expert in the field

Enhances the standing of the agency and its reputation for excellence 

Writes, publishes and presents research, arguments and cases to peers, stakeholders and senior management

Demonstrates strategic management skills

Combines significant achievement with a substantial body of demonstrated effectiveness and professional experience
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