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	[image: ]Role Title:     Project Officer – Exam DevelopmentRole Description

Class: ASO5
	Group:  Business Operations
Capability: Intermediate

	Reports to: 
Team Leader, Exam Management
	Direct Reports: 
Nil

	Role Purpose 
The Project Officer – Exam Development is accountable to the Team Leader, Exam Management for the skilled coordination and development of complex SACE Board information including examinations. They will contribute to and supporting continuous improvement initiatives across the organisation.

	Key Result Areas
1. Actively contribute as a member of a high performing team in building a customer focused and positive workplace culture to deliver the SACE Board’s strategic plan and priorities.
2. Actively contribute to an agile and innovative workplace to achieve continuous improvement in agency processes, services, and systems to ensure they align with business needs.
3. Actively embrace change through positive, open, and regular dialogue with stakeholders in our service delivery and continuously provide quality to achieve the SACE Board’s aspirational vision of leading educational change and student transformation.  
4. Build and maintain strong working relationships and cross-functional collaboration with all SACE Board employees, and provide accurate advice, quality services and support in a professional and courteous manner.
5. Coordinate the progress of examinations from concept to publication, including liaison and negotiation with setters, vetters, lead Practioners and SACE Board staff on the content, structure, and presentation of material. 
6. Maintain and apply sound knowledge of current and changing Exam practices, publishing trends and principles in print and in digital environments. 
	7. Identify and initiate process improvements in support of efficiency and effectiveness in customer service processes and negotiate and establish clear editing schedules, processes, and documentation to deliver on time and with quality outcomes.
8. Contribute to and comply with SACE Board quality Assurance processes for production of print and online resources and track and report on service outputs, progress and risks that require mitigation and management to deliver on required service outcomes.
9. Provide expert advice and guidance on Plain language English usage and apply the requirements of the SACE Board publications style guide and contribute to its review and updating. 
10. Assist the Team Leader in initiatives and business integration of changes, and support onboarding and induction of new staff. 
11. Work collaboratively with other SACE business units as required to deliver effective operational processes and systems for the SACE Board.
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	Qualifications
[bookmark: _Hlk126146418]An appropriate tertiary qualification or equivalent experience is desirable.

	Key Challenges
· Manage a high volume of work and multiple priorities in a time pressured environment.
· Work effectively with external stakeholders to deliver quality examinations within set timeframes to meet individual and team objectives. 
· Quality assurance of publications and application of skills across print and digital environments.

	Corporate Responsibilities 
· Keeping accurate and complete records of business activities in accordance with the State Records Act 1997.
· Undertake duties in accordance with the SACE Board delegations, and SACE Board and Government policies, procedures and legislative obligations. 
· Maintaining a commitment to equal employment opportunity, inclusion and diversity, and work health and safety.

	Special Conditions
· [bookmark: _Hlk126146401]Intrastate travel to regional and remote locations; international and interstate travel may be required.
· Some out-of-hours work.
· The incumbent works under the SACE Board of South Australia Act 1983.
· An intense time of activity within the Exam Development team occurs between May and September.  For some roles, the incumbent would not normally be able to take extended leave during this period.
· Appointment is subject to a satisfactory clearance in accordance with the SACE Board policy.

	Technical Capabilities
Essential
· Demonstrated high-level written and verbal communication skills, including the ability to communicate with and effectively advise a wide range of people.
· Positive interpersonal skills and demonstrated ability to work effectively both independently and within teams, determine priorities, meet tight deadlines, and produce high standard work under pressure.
· Demonstrated experience in providing excellent customer service, responding to complex queries, and resolving issues with multiple layers to the satisfaction of customers and the business.
· Highly developed editorial skills and extensive experience in editing a range of complex publications, and experience in applying an editorial house style and using stylistic authorities effectively.
· Experience in Content Management Systems (Sharepoint) and authoring/editing publications electronically (Assessment Master).
· Strong team skills, including the ability to mentor and support others, and resolve conflict to achieve a reasonable outcome.
Desirable 
· 

	SACE Board Capability Framework (“The Framework”) 

The SACE Board Capability Framework spans across five (5) levels:
	Foundation
(ASO1-2)
	Intermediate
(ASO3-5)
	Advanced
(ASO6-7)
	Expert
(ASO8-MAS3)
	Architect
(Executive)



This role is at an Intermediate level within the Framework. Candidates should refer to Attachment One (1) regarding capabilities and behavioural indicators required for this level.



Manager, Human Resources (November 2009)
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