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Manager/Strategic Adviser
	Title
	Manager/Strategic Adviser

	Classification
	VPS6

	Branch/Division
	Office of the Deputy Secretary
COVID-19 Policy & Strategy

	Work location
	Working from home

	Position number
	590227

	Employment type
	Fixed term, full time until 30 June 2021

	Salary range
	$122,502 - $163,934

	Position reports to
	Julie Walsh/Brigid Monagle – Deputy Secretaries, COVID-19 Policy, Strategy and Information

	Further information
	E: fleur.norfolk@dhhs.vic.gov.au 
M: 0411 027 983

	Closing date
	25 October 2020



[bookmark: _Hlk53133538]The Division
The COVID-19 Policy and Strategy Division provides forward thinking, planning and policy development relating to COVID-19 public health and facilitates deep engagement with impacted stakeholders and strong strategic planning. The stream is also responsible for:
· The coordination of forward strategy and Crisis Council of Cabinet,
· The Directions Implementation and Operations team which ensures public health advice is translated into effective legal instruments, and
· The Directions Call Centre, established to respond to public queries about the CHO’s directions
Purpose and accountability
The Manager, Office of the Deputy Secretary provides high level strategic advice and management support to the Deputy Secretaries on a broad range of issues and projects. The position regularly liaises with a wide range of internal and external stakeholders and operates with a high-level of professionalism, initiative and collaboration.
You will lead and coordinate a range of Divisional responses and projects. You will also provide critical strategic advice and analysis on areas of specific importance to the Deputy Secretary and coordinate the operation of the Divisional Executive group.

You will operate in a complex and demanding environment, requiring capacity to exercise sound judgement, liaise effectively with senior executives and build relationships with key people.
Key tasks
Provision of high-level strategic advice and management support to the Deputy Secretary and manage the Office of the Deputy Secretary to ensure it operates with a high-level of professionalism, initiative and collaboration.
Crisis Council of Cabinet (CCC) Coordination - Tracking CCC agendas, submissions and comments, communication of information across divisions and branches, issue resolution and escalation as required.
Ministerial and parliamentary matters - Triaging and allocating items for response, reviewing and quality assuring drafts before they’re finalised, ensuring collaboration across branches and divisions when required. Preparing ad hoc responses, if necessary.
Governance - Managing approval workflows, escalating issues to the Deputy Secretary or Executive Directors, coordinating and contributing to departmental business processes (e.g. risk management) as required.
[bookmark: _Hlk49166834]Qualifications and experience
Prior experience in a Dep Sec or EDs office or similar and/or Experience managing cabinet submission process highly desirable
Pre-employment screening
All competitive applicants are subject to a satisfactory National Police History Check and misconduct screening as part of the recruitment assessment process.
Applicants who have lived overseas for 12 months or longer in one country in the last 10 years are required to provide an international police check. Applicants can obtain this from the relevant overseas police agency - see the Character and police certificate requirements page of the Department of Home Affairs website and select the relevant country.  Alternatively, applicants can obtain a check through an organisation which provides international police checks: search the internet for ‘international police checks.’
Organisational environment
The department develops and delivers policies, programs and services that support and enhance the wellbeing of all Victorians. We take a broad view of the causes of ill health, the drivers of good health, the social and economic context in which people live, and of the incidence and experience of vulnerability.
We are building an inclusive workplace that embraces diversity and difference.   All jobs can be worked flexibly and we actively encourage job applications from Aboriginal people, people living with disability, LGBTI and people from varied cultural backgrounds.  

The department is committed to the safety of its clients. The department takes a zero tolerance approach to abuse, including child abuse and abuse of people with disability.

Departmental employees are required to comply with all legal requirements including the Child Safe Standards to keep children safe from harm and abuse.

The department has a zero tolerance towards violence within the workplace and recognises the rights of all staff to be free from violence and gender- related discrimination.  
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Our vision is to support and enhance the wellbeing of all Victorians. We aspire to be an organisation where everyone is committed to achieving our vision and demonstrates our values in all that they do.
· We are respectful
· We have integrity
· We collaborate 
· We care for people, families and communities 
· We are accountable
· We are innovative.
Conditions and benefits
People who work for the department must comply with the Code of Conduct for Victorian Public Sector Employees 2015 and agree to work according to our values of quality, collaborative relationships, responsibility, client focus, professional integrity and respect.
Employees of the Department of Health & Human Services can enjoy a range of generous Victorian Government employment benefits. These include attractive salaries, flexible leave arrangements and training and development opportunities. Please see www.careers.vic.gov.au/why/benefits-conditions
The department promotes diversity and equal opportunity in employment. If you are an Aboriginal or Torres Strait Islander applicant, or if you have a disability, and require advice and support with the recruitment process, please contact our Diversity Unit on DiversityInclusion@dhhs.vic.gov.au.
Other relevant information
For other important information about the recruitment process, please read the department’s Information for applicants page at www.dhs.vic.gov.au/about-the-department/our-organisation/careers/applying-for-a-job/information-for-applicants or request a copy from the contact for further information listed under the ‘Position details’ section of this document.
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Principal Public Health Medical Officer
The successful applicant will play a key role in relation to developing, delivering and improving investigation and control activities in Victoria’s Health Protection activities.  
This position will be responsible for providing authoritative public health advice, information and direction to departmental officers, management, key stakeholders and members of the community. This job offers an excellent opportunity for those wishing to develop skills in health protection policy and planning (communicable diseases, environmental health, and food safety), preventative health and public health emergency management.
This position is required to participate in an on-call roster and provide response outside of standard business hours.
Are you
· A Medical Practitioner registered with Australian Health Practitioner Regulation Authority with an interest in public health issues?
· Skilled and experienced in developing and leading public health and health protection activities?
· Proactive in taking the initiative with a commitment to continuous improvement?

	Title
	Principal Public Health Medical Officer

	Classification
	VPS 6

	Team, unit
	Case, Contact & Outbreak Management

	Branch/area/region
Division
	Health Protection Branch
Regulation, Health Protection and Emergency Management Division

	Work location
	50 Lonsdale Street, Melbourne

	Position number
	DHHS/RHPEM/309557 

	Employment type
	Full Time – 12 month fixed term contract

	Salary range
	Value range 1: $120,692 - $141,102 plus superannuation 
Value range 2: $141,103 - $161,511 plus superannuation

	Position reports to
	Outbreak Lead, Case, Contact & Outbreak Management

	Further information
	Dr Sarah McGuinness, Infectious Diseases Physician
Ph: 03 9096 8655 

	Closing date
	TBC




Organisational environment
The department develops and delivers policies, programs and services that support and enhance the wellbeing of all Victorians. We take a broad view of the causes of ill health, the drivers of good health, the social and economic context in which people live, and of the incidence and experience of vulnerability.
We are building an inclusive workplace that embraces diversity and difference. All jobs can be worked flexibly and we actively encourage job applications from Aboriginal people, people living with disability, LGBTI and people from varied cultural backgrounds.  

The department is committed to the safety of its clients. The department takes a zero tolerance approach to abuse, including child abuse and abuse of people with disability.

Departmental employees are required to comply with all legal requirements including the Child Safe Standards to keep children safe from harm and abuse.

The department has a zero tolerance towards violence within the workplace and recognises the rights of all staff to be free from violence and gender- related discrimination.  
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Our vision is to support and enhance the wellbeing of all Victorians. We aspire to be an organisation where everyone is committed to achieving our vision and demonstrates our values in all that they do.
1. We are respectful
1. We have integrity
1. We collaborate 
1. We care for people, families and communities 
1. We are accountable
1. We are innovative
Division
Regulation, Health Protection and Emergency Management
Regulation, Health Protection and Emergency Management consolidates and strengthens the department’s regulatory, oversight and clinical statutory and leadership functions. It delivers the monitoring and analysis of statewide service delivery standards and performance, including service delivery performance analysis and analysis of incidents and adverse events, and identifies trends, issues and risks for internally and externally delivered services.
It is responsible for oversight of the department’s regulatory rule-setting functions. This encompasses the department’s traditional legislative regulatory functions, statutory oversight and review roles, as well as its ethical review and health protection activities.
Regulation, Health Protection and Emergency Management also leads and coordinates statewide responses to emergency events, with a strategic focus on preparedness planning and capability development.
Branch
Lead by the Chief Health Officer, the Health Protection Branch’s role is to reduce the incidence of preventable disease by protecting the community against hazards resulting from or associated with communicable disease, food, water or the environment. Delivery of our work requires strong partnerships with the Department’s Divisional officers. The Branch’s business is primarily focused on reducing preventable disease and protecting the community from public health hazards. 

To achieve this we:
· Administer programs to protect the health and wellbeing of Victorians
· Provide and improve health education and promotion for the community
· Maintain and build networks and partnerships to deliver work and address challenges
· Manage public health incidents and emergencies now, and improve our capability to do so in the future 
· Maintain relationships with partners in emergency response
· Regulate for Health Protection and administer legislation, including: Public Health and Wellbeing Act 2008; Food Act 1984; Safe Drinking Water Act 2003; Radiation Act 2005; Health (Fluoridation) Act 1973
Victoria’s Chief Health Officer is responsible for the provision of public health advice to the Minister, the Department of Health and Human Services and the Victorian community including the exercise of statutory powers under the Public Health and Wellbeing Act 2008.
Role of unit 
The Case, Contact & Outbreak Management unit provides operational support to the Deputy Chief Health Officer to undertaking contact tracing and outbreak management activities.
Purpose and accountability
Purpose
The role will provide public health medical advice across the Health Protection Branch. This involves developing, delivering and improving investigation and control activities, particularly in the area of communicable disease. The role would be suitable for someone undertaking Advanced Training in Public Health Medicine. 
The Health Protection Branch responds to a range of incidents and emergencies, and as such the position is expected to be available to contribute to the branch response, including after-hours work and stand-by duties.
Accountabilities
Operating at value range 1, you will:
1. Provide expert public health medical, technical and strategic advice and input to policy development, review and reporting on significant issues across the Office of the Chief Health Officer and the Health Protection Branch.
2. Provide public health medical advice and information to respond to incidents and emergencies in the range of environmental health and communicable diseases.
3. Improve public health outcomes by working collaboratively with environmental health experts on the development of standards, procedures, guidelines and policies.
4. Rapidly identify and characterise public health risks allowing interpretation of implications for policy, practice and being able to appropriately prioritise a response. 
5. Provide timely expert advice and develop open and effective communication strategies including collection of highly complex, contentious or sensitive information on matters of public health.
6. Provide high quality business intelligence, authoritative advice and sound policy recommendations to senior management and government based on comprehensive research. 
7. Oversee the development of policy and initiatives that meet government and departmental objectives within resourcing, timeline and budget parameters.
8. Review and report on high priority issues, risks and trends and prepare and present comprehensive reports, ministerial briefs and cabinet and agency submissions on complex issues.
9. Pro-actively build and maintain effective working relationships and facilitate the flow of information across the department and with key external stakeholders.
10. Maintain an understanding of Commonwealth and State legislative and policy reform directions to influence policy development.
11. Represent the department on committees and community-based forums concerned with achieving government and departmental objectives.
12. Keep accurate and complete records of your work activities in accordance with legislative requirements and the department's records, information security and privacy policies and requirements. 
13. Take reasonable care for your own health and safety and for that of others in the workplace by working in accordance with legislative requirements and the department's occupational health and safety (OHS) policies and procedures. 
14. Demonstrate how the actions and outcomes of this role and work unit impact clients and the department’s ability to deliver, or facilitate the delivery of, effective support and services. 
Operating at value range 2, you will perform all the above together with increasing involvement to:
1. Operate within increased level of autonomy and accountability in delivering within broad strategic directions.
2. Provide leadership and guidance based on advanced expertise.
3. Contribute advanced expertise and knowledge to benefit strategic planning and organisation/sector-wide outcomes.
4. Manage a range of projects/functions each with increased budget, staff responsibilities or strategic importance.
5. Respond productively to deliver solutions and outcomes in an organisational environment complicated by scale, heterogeneity and complexity.
Selection criteria
Knowledge and skills
15. Policy skills: formulates and communicates public policy options and recommendations; keeps up-to-date with a broad range of contemporary issues; scans for links and potential implications of proposed policy options; liaises with stakeholders. 
16. Problem solving: seeks all relevant information for problem-solving; liaises with stakeholders; analyses issues from different perspectives and draws sound inferences from information available; identifies and proposes workable solutions to problems; implements solutions, evaluates effectiveness and adjusts actions as required. 
17. Systems thinking: diagnoses trends, obstacles and opportunities in the internal and external environment; understands the linkages between natural systems and communities to inform policy; conceptualises and defines the systems working within the organisation. 
18. Self-management: plans and prioritises work to ensure outcomes are achieved, resists the temptation to react immediately without taking time to think things through, uses strengths to contribute constructively and consciously manages the impact of own weaknesses, anticipates own reactions to situations and prepares accordingly. 
Personal qualities
19. Conceptual and analytical ability: deals with concepts and complexity comfortably; uses analytical and conceptual skills to reason through problems; has creative ideas and can project how these can link to innovations.
20. Initiative and accountability: proactive and self-starting; seizes opportunities and acts upon them; takes responsibility for own actions. 
21. Creativity and innovation: generates new ideas; draws on a range of information sources to identify new ways of doing things; actively influences events and promotes ideas; translates creative ideas into workplace improvements; reflects on experience and is open to new ways to improve practice. 
22. Teamwork: cooperates and works well with others in pursuit of team goals, collaborates and shares information, shows consideration, concern and respect for others feelings and ideas, accommodates and works well with the different working styles of others, encourages resolution of conflict within the group. 
Safety Screening
All applicants are subject to a National Police History Check.
Applicants who have lived overseas for 12 months or longer during the past 10 years are required to provide the results of an international police check. Applicants should contact the relevant overseas police force to obtain this and submit as part of their application. Details of overseas police agencies are available on the Department of Immigration website homeaffairs.gov.au and can be searched for under the phrase, ‘penal clearance certificate’.
Qualifications
· Full and current registration as a medical practitioner with the Australian Health Practitioner Regulation Agency.
· Fellow or trainee (or eligibility) of the Australasian Faculty of Public Health Medicine.
Specialist expertise
· Knowledge and experience in public health medicine, particularly involving environmental health and communicable diseases.
Conditions and benefits
People who work for the department must comply with the Code of Conduct for Victorian Public Sector Employees 2015 and agree to work according to our values of quality, collaborative relationships, responsibility, client focus, professional integrity and respect.
Employees of the Department of Health & Human Services can enjoy a range of generous Victorian Government employment benefits. These include attractive salaries, flexible leave arrangements and training and development opportunities. Please see www.careers.vic.gov.au/why/benefits-conditions
The department promotes diversity and equal opportunity in employment. If you are an Aboriginal or Torres Strait Islander applicant, or if you have a disability, and require advice and support with the recruitment process, please contact our Diversity Unit on DiversityInclusion@dhhs.vic.gov.au.
How and where to apply
The Department of Health & Human Services prefers job applications submitted electronically to best manage administrative and environmental resources. If you are unable to apply online, please follow the instructions below to submit a paper copy. 
Online – existing staff: click through to the job opportunities page from the department’s intranet homepage.
Online – external applicants: visit the job search page at www.dhs.vic.gov.au/about-the-department/our-organisation/careers/job-search
Paper copy – all applicants: complete a Hard Copy Application for Employment form available via the links above or the contact for further information noted on page 1 of this document. Paper applications should quote the job reference number on the outside of the envelope and be posted to: Recruitment Officer, Department of Health & Human Services, full street address or PO Box XXX, XXX VIC 3XXX. [Human Resources to update]
If you are unable to apply online or having difficulties accessing the information online, please phone <name of Human Resources Officer>, <Phone: XXXXXXX>, for assistance.
Other relevant information
For other important information about the recruitment process, please read the department’s Information for applicants page at www.dhs.vic.gov.au/about-the-department/our-organisation/careers/applying-for-a-job/information-for-applicants or request a copy from the contact for further information listed under the ‘Position details’ section of this document.
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Senior Operations Manager, Outbreaks
The Senior Operations Manager, Outbreaks leads a team of health professionals who undertake the public health response to notifications of confirmed cases and close contacts of COVID-19, and the investigation of associated outbreaks. The operations team works to prevent the spread of disease through immediate response work. It also contributes to longer term strategic development, policy guidance and project delivery in line with state and national directives. 
This position will oversee the Outbreak operational arm of the Case, Contact and Outbreak Management Division, and will include people management responsibilities, the delivery of expert public health advice, and both internal and external stakeholder management at the state and national level. Coordination of operational activities and the delivery of successful outcomes is a critical element of the role and requires an exceptionally high level of attention to detail, critical evaluation, communication and negotiation skills. 
[bookmark: _Hlk52570083]The role may require regular or ad hoc participation in a stand-by roster and is required to be placed on a shift-based 7 day roster. 
Are you
· Capable of managing a fast paced, responsive work environment? 
· Able to adapt and learn new systems quickly?
· Have a demonstrated ability to work with limited supervision, managing your time? 
· Have demonstrated experience in liaising with internal and external stakeholders to achieve defined objectives?
· Able to establish operational direction on key activities and meet reporting and performance standards?

	Title
	Senior Operations Manager, Outbreaks

	Classification
	VPS 6.2

	Team, unit
	Case, Contact and Outbreak Management Division

	Branch/area/region
Division
	Case, Contact and Outbreak Management Division

	Work location
	50 Lonsdale Street, Melbourne 



Organisational environment
The department develops and delivers policies, programs and services that support and enhance the wellbeing of all Victorians. We take a broad view of the causes of ill health, the drivers of good health, the social and economic context in which people live, and of the incidence and experience of vulnerability.
We are building an inclusive workplace that embraces diversity and difference. All jobs can be worked flexibly and we actively encourage job applications from Aboriginal people, people living with disability, LGBTI and people from varied cultural backgrounds.  

The department is committed to the safety of its clients. The department takes a zero tolerance approach to abuse, including child abuse and abuse of people with disability.

Departmental employees are required to comply with all legal requirements including the Child Safe Standards to keep children safe from harm and abuse.

The department has a zero tolerance towards violence within the workplace and recognises the rights of all staff to be free from violence and gender- related discrimination. 
[image: ]
Our vision is to support and enhance the wellbeing of all Victorians. We aspire to be an organisation where everyone is committed to achieving our vision and demonstrates our values in all that they do.
· We are respectful
· We have integrity
· We collaborate 
· We care for people, families and communities 
· We are accountable
· We are innovative
Division
Covid-19 Public Health Division
The COVID-19 Public Health Division manages the response to public health risks associated with COVID-19. This includes the provision of public health advice to Government and other government agencies, oversight of infection prevention and control activities, case contact and outbreak management support, advice around physical distancing and other health directions and the provision of public information and data intelligence
Branch
Case Contact and Outbreak Management Branch
This Branch has responsibility for the coordination of case and contact management of people who have tested positive to COVID-19. The Branch also has responsibility for policy and protocol reviews and the scalability of case and contact operations as required. In addition, the Branch has oversight and responsibility for outbreak management responses and preparedness activities.
Purpose and accountability
Purpose
Reporting to the COVID-19 Deputy Chief Health Officer (Case, Contact and Outbreak Management), the position will lead and coordinate a team responsible for the delivery of outbreak management associated with confirmed cases of COVID-19. Activities of investigation, surveillance, management and control underpin the delivery of this service and are the objectives of the role and management of COVID-19 outbreaks. 
This role will deliver operational management of the team, maintain data and information standards and resolve complex and technical challenges through the provision of expert public health advice based on evidence and reasoning. 
Accountabilities
Operating at value range 1, you will:
1. Strategically plan and manage the delivery of communicable disease responses so as to meet Government policy objectives and community expectations. This will be achieved through;
i. Undertake comprehensive disease notification follow-up, which includes actively undertaking investigations, implementing appropriate public health action according to protocols and ensuring all further action is completed.
ii. Take a lead in developing, providing and maintaining expert and authoritative advice on communicable disease matters for staff, management, regions, local government, external agencies and members of the public.
iii. Take a lead in establishing and maintaining a community of practice for the provision of internal technical advice for the investigation and response of communicable diseases.
iv. Effectively communicate with management and other staff members.
v. Leading the development and delivery of prevention and control activities.
vi. Researching, preparing and presenting detailed, comprehensive written and verbal reports, including policy and procedures in relation to communicable diseases.
2. Proactively instigate action to identify and actively manage emerging issues and areas of risk in relation to the control of communicable diseases for the government, department and the community.
3. Lead projects that review policies and operating practices to enhance service delivery.
4. Participate in and provide advice on communicable disease prevention and control as relevant to Public Health Emergency Management. 
5. Drive change at the organisational level. 
6. Effectively manage and provide leadership to a team of employees by: 
a. leading and supporting individuals to achieve their potential while maximising their contribution to achieve their goals and outcomes
b. modelling behaviours integral to good people management and departmental values 
c. providing employees with relevant information and access to safe systems of work, and 
d. managing and monitoring professional development activities in annual improvement plans. 
     Pro-actively building and maintaining positive relationships with peers and stakeholders across the organisation.
7. Provide strategic advice, coordination and support in relation to complex cases, outbreaks and investigations including the writing of reports and their submission for publication. 
8. Initiate and lead the development and review of communicable diseases policy and operational procedures.
9. Develop and implement policy and program guidance to a wide range of key stakeholders in the public and private sectors and represent the department on working groups and committees. 
10. Be a key decision maker with a detailed understanding of public health theory and practice as it applies to communicable disease prevention and control. 
11. Work with a high level of autonomy and accountability. 
12. Work as part of the leadership and management team of the section in the development and implementation of the business and operational plans for the section. 
13. Take reasonable care for your own health and safety and for that of others in the workplace by working in accordance with legislative requirements and the department's occupational health and safety (OHS) policies and procedures. 
14. Demonstrate how the actions and outcomes of this role and work unit impact clients and the department’s ability to deliver, or facilitate the delivery of, effective support and services. 
15. Keep accurate and complete records of your work activities in accordance with legislative requirements and the 
Operating at value range 2, you will perform all the above together with increasing involvement to:
1. Operate within increased level of autonomy and accountability in delivering within broad strategic directions.
2. Provide leadership and guidance based on advanced expertise.
3. Contribute advanced expertise and knowledge to benefit strategic planning and organisation/sector-wide outcomes.
4. Manage a range of projects/functions each with increased budget, staff responsibilities or strategic importance.
5. Respond productively to deliver solutions and outcomes in an organisational environment complicated by scale, heterogeneity and complexity.
Selection criteria
Knowledge and skills
1. Leadership: builds team commitment by demonstrating personal conviction; translates organisational strategy into meaningful long-term plans and objectives for own area of responsibility; motivates others to deliver against goals.
2. People management: aligns team with the organisational values and goals through effective people management and modelling, maximises effectiveness by selecting, developing, managing and motivating a high performing team, clearly defines role expectations, monitors performance, provides timely and constructive feedback and facilitates employee development, ensures staff are effectively deployed through effective workforce planning practices.
3. Strategic planning: thinks at the big picture level, entertains wide-ranging possibilities in developing a vision for the future, works across a number of time frames, translates strategic direction into day-to-day activities.
4. Self-management: invites feedback on own behaviour and impact; uses new knowledge or information about self to build a broader understanding of own behaviour and the impact it has on others; understands strong emotional reactions and seeks ways to more effectively manage them. 
Personal qualities
1. Creativity and innovation: generates new ideas, draws on a range of information sources to identify new ways of doing things, actively influences events and promotes ideas, translates creative ideas into workplace improvements, reflects on experience and is open to new ways to improve practice.
2. Decisiveness: takes rational and sound decisions based on a consideration of the facts and alternatives; makes tough decisions, sometimes with incomplete information; evaluates rational and emotional elements of situations; makes quick decisions where required; commits to a definite course of action.
3. Developing others: actively seeks to improve others’ skills and talents by providing constructive feedback, coaching and training opportunities; empowers others by investing them with the authority and latitude to accomplish tasks; appropriately delegates responsibilities to further the development of others.
4. Teamwork: cooperates and works well with others in pursuit of team goals, collaborates and shares information, shows consideration, concern and respect for others feelings and ideas, accommodates and works well with the different working styles of others, encourages resolution of conflict within the group.
Pre-employment screening
23. All competitive applicants are subject to a satisfactory National Police History Check and misconduct screening as part of the recruitment assessment process.
24. Applicants who have lived overseas for 12 months or longer in one country in the last 10 years are required to provide an international police check. Applicants can obtain this from the relevant overseas police agency - see the Character and police certificate requirements page of the Department of Home Affairs website and select the relevant country.  Alternatively, applicants can obtain a check through an organisation which provides international police checks: search the internet for ‘international police checks.’
Qualifications
Australian recognised tertiary qualification in one of the following is required:
· Nursing
· Medicine
· Environmental Health
Post graduate qualification in public health, environmental science, infectious diseases or public policy would be desirable.
Conditions and benefits
People who work for the department must comply with the Code of Conduct for Victorian Public Sector Employees 2015 and agree to work according to our values of quality, collaborative relationships, responsibility, client focus, professional integrity and respect.
Employees of the Department of Health & Human Services can enjoy a range of generous Victorian Government employment benefits. These include attractive salaries, flexible leave arrangements and training and development opportunities. Please see www.careers.vic.gov.au/why/benefits-conditions
The department promotes diversity and equal opportunity in employment. If you are an Aboriginal or Torres Strait Islander applicant, or if you have a disability, and require advice and support with the recruitment process, please contact our Diversity Unit on DiversityInclusion@dhhs.vic.gov.au.
How and where to apply
We are accepting a expression of interest in this role via email to publichealth.workforce@dhhs.vic.gov.au
Please include the below in your application:
1. Resume
2. Covering letter outlining your suitability and interest in the role (no more than a page in length)
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Administrative Project Officer
The Project Officer will work as part of a team to support the case and contact management in the investigation, surveillance, management and control of COVID-19. The Project Officer role will provide support engage with internal and external stakeholders to follow up on confirmed case and contact as well as to provide public health advice and support to cases and contacts. This role will also maintain data to provide advice to team leaders of various subsectors under case and contact management. 
Are you
· Enjoy working in a fast paced, responsive environment? 
· Able to adapt and learn new systems quickly?
· Have a demonstrated ability to work with limited supervision, managing your time? 
· Have demonstrated experience in liaising with internal and external stakeholders to achieve defined objectives?

	Title
	Administrative Project Officer

	Classification
	VPS 4

	Team, unit
	New Case & New Contact Team, Operations Unit

	Branch/area/region
Division
	Case Contact and Outbreak Management Branch, Covid-19 Public Health Division

	Work location
	Level 13, 50 Lonsdale Street, Melbourne 

	Position number
	DHHS/CD/1473601

	Employment type
	Fixed-term, 6-month contract. Full-time (76 hours per fortnight)

	Salary range
	Value range 1: $85,279 - $96,759 plus superannuation

	Position reports to
	Team Leader, New Case & New Contact, Case, Contact & Outbreak Management

	Further information
	Ryan Webster – ryan.webster@dhhs.vic.gov.au

	Closing date
	11-AUG-2020




Organisational environment
The department develops and delivers policies, programs and services that support and enhance the wellbeing of all Victorians. We take a broad view of the causes of ill health, the drivers of good health, the social and economic context in which people live, and of the incidence and experience of vulnerability.
We are building an inclusive workplace that embraces diversity and difference.   All jobs can be worked flexibly and we actively encourage job applications from Aboriginal people, people living with disability, LGBTI and people from varied cultural backgrounds.  

The department is committed to the safety of its clients. The department takes a zero tolerance approach to abuse, including child abuse and abuse of people with disability.

Departmental employees are required to comply with all legal requirements including the Child Safe Standards to keep children safe from harm and abuse.

The department has a zero tolerance towards violence within the workplace and recognises the rights of all staff to be free from violence and gender- related discrimination. 
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Our vision is to support and enhance the wellbeing of all Victorians. We aspire to be an organisation where everyone is committed to achieving our vision and demonstrates our values in all that they do.
· We are respectful
· We have integrity
· We collaborate 
· We care for people, families and communities 
· We are accountable
· We are innovative
Division
Covid-19 Public Health Division
The COVID-19 Public Health Division manages the response to public health risks associated with COVID-19. This includes the provision of public health advice to Government and other government agencies, oversight of infection prevention and control activities, case contact and outbreak management support, advice around physical distancing and other health directions and the provision of public information and data intelligence
Branch
Case Contact and Outbreak Management Branch
This Branch has responsibility for the support and case and contact management of people who have tested positive to Covid-19. The Branch also has responsibility for policy and protocol reviews and the scalability of case and contact operations as required. In addition, the Branch has oversight and responsibility for outbreak management responses and preparedness activities.
Purpose and accountability
Purpose
Reporting to the Team Leader, the Project Officer will work as part of a team to support the case and contact management in the investigation, surveillance, management and control of COVID-19. This role will maintain data and information standards for Intelligence and Operations Leads and escalate advice and information requests from the existing case and contact team. It will provide workflow support and engage with internal and external stakeholders to ensure accurate and timely information flow. This role will also maintain data to provide advice to team leaders of various subsectors under case and contact management. 
Accountabilities
Operating at value range 1, you will:
25. Provide administrative support for the routine engagement of confirmed cases and contacts to ensure information sharing and compliance with directions to socially distance/isolate.
26. Receive and enter data and information into PHESS, including laboratory results from VIDRL.
27. Manage information requests and correspondence through the shared inbox.
28. Escalating advice and information requests from the existing case and contact team through Team Leaders. 
29. Assist in the preparation and presentation of reports, ministerial briefs, cabinet and agency submissions on a range of matters.
30. Keep accurate and complete records of your work activities in accordance with legislative requirements and the department's records, information security and privacy policies and requirements. 
31. Take reasonable care for your own health and safety and for that of others in the workplace by working in accordance with legislative requirements and the department's occupational health and safety (OHS) policies and procedures. 
32. Demonstrate how the actions and outcomes of this role and work unit impact clients and the department’s ability to deliver, or facilitate the delivery of, effective support and services. 
Selection criteria
Knowledge and skills
1. Detail focus: observes fine details; identifies gaps in information; looks for logical sequences of information; highlights practical considerations of plans and activities.
1. Flexibility: adaptable; open to new ideas; accepts changed priorities without undue discomfort; recognises the merits of different options and acts accordingly. 
1. Initiative and Accountability: proactive and self-starting; seizes opportunities and acts upon them; takes responsibility for own actions.
1. Self-management: plans and prioritises work to ensure outcomes are achieved; resists the temptation to react immediately without taking time to think things through; uses strengths to contribute constructively and consciously manages the impact of own weaknesses; anticipates own reactions to situations and prepares accordingly. 
1. Teamwork: cooperates and works well with others in pursuit of team goals, collaborates and shares information, shows consideration, concern and respect for others feelings and ideas, accommodates and works well with the different working styles of others, encourages resolution of conflict within the group.
Personal qualities
38. Detail focus: observes fine details; identifies gaps in information; looks for logical sequences of information; highlights practical considerations of plans and activities.
39. Flexibility: adaptable; open to new ideas; accepts changed priorities without undue discomfort; recognises the merits of different options and acts accordingly.
40. Relationship building: establishes and maintains relationships with people at all levels; promotes harmony and consensus through diplomatic handling of disagreements; forges useful partnerships with people across business areas, functions and organisations; builds trust through consistent actions, values and communication; minimises surprises.
41. Teamwork: cooperates and works well with others in pursuit of team goals, collaborates and shares information, shows consideration, concern and respect for others feelings and ideas, accommodates and works well with the different working styles of others, encourages resolution of conflict within the group. 
Pre-employment screening
42. All competitive applicants are subject to a satisfactory National Police History Check and misconduct screening as part of the recruitment assessment process.
43. Applicants who have lived overseas for 12 months or longer in one country in the last 10 years are required to provide an international police check. Applicants can obtain this from the relevant overseas police agency - see the Character and police certificate requirements page of the Department of Home Affairs website and select the relevant country.  Alternatively, applicants can obtain a check through an organisation which provides international police checks: search the internet for ‘international police checks.’
Qualifications
44. Tertiary degree or certificate in business administration, project management or similar fields
45. Post graduate qualification in public health, environmental science or public policy would be desirable.
Specialist expertise
46. Office 365 proficiency
47. Adapt and learn new systems quickly
48. Follow direction and guidance on processes and escalate when needed
49. Ability to manage difficult conversations and stakeholders
50. Complete writing and reporting tasks accurately and efficiently
Conditions and benefits
People who work for the department must comply with the Code of Conduct for Victorian Public Sector Employees 2015 and agree to work according to our values of quality, collaborative relationships, responsibility, client focus, professional integrity and respect.
Employees of the Department of Health & Human Services can enjoy a range of generous Victorian Government employment benefits. These include attractive salaries, flexible leave arrangements and training and development opportunities. Please see www.careers.vic.gov.au/why/benefits-conditions
The department promotes diversity and equal opportunity in employment. If you are an Aboriginal or Torres Strait Islander applicant, or if you have a disability, and require advice and support with the recruitment process, please contact our Diversity Unit on DiversityInclusion@dhhs.vic.gov.au.
How and where to apply
The Department of Health & Human Services prefers job applications submitted electronically to best manage administrative and environmental resources. If you are unable to apply online, please follow the instructions below to submit a paper copy. 
· Online – existing staff: click through to the job opportunities page from the department’s intranet homepage.
· Online – external applicants: visit the job search page at www.dhs.vic.gov.au/about-the-department/our-organisation/careers/job-search
· Paper copy – all applicants: complete a Hard Copy Application for Employment form available via the links above or the contact for further information noted on page 1 of this document. Paper applications should quote the job reference number on the outside of the envelope and be posted to: Recruitment Officer, Department of Health & Human Services, full street address or PO Box XXX, XXX VIC 3XXX. [Human Resources to update]
· If you are unable to apply online or having difficulties accessing the information online, please phone <name of Human Resources Officer>, <Phone: XXXXXXX>, for assistance.
Other relevant information
For other important information about the recruitment process, please read the department’s Information for applicants page at www.dhs.vic.gov.au/about-the-department/our-organisation/careers/applying-for-a-job/information-for-applicants or request a copy from the contact for further information listed under the ‘Position details’ section of this document.
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Principal Public Health Medical Lead 
The successful applicant will play a key role in relation to developing, delivering and improving investigation and control activities in Victoria’s Health Protection activities, with a particular focus on the ongoing response to COVID-19.  
This position will be responsible for providing authoritative public health advice, information and direction to departmental officers, management, key stakeholders and members of the community relating to COVID-19. This job offers an excellent opportunity for those wishing to develop skills in health protection policy and planning preventative health and public health emergency management.
Are you
· A Medical Practitioner registered with Australian Health Practitioner Regulation Authority with an interest in public health issues?
· Skilled and experienced in developing and leading public health and health protection activities?
· Proactive in taking the initiative with a commitment to continuous improvement?

	Title
	Principal Public Health Medical Lead (Multiple roles)

	Classification
	VPS 6.2 (or as per current rate)

	Team, unit
	Case, Contact & Outbreak Management

	Branch/area/region
Division
	Case, Contact & Outbreak Management Division 

	Work location
	50 Lonsdale Street, Melbourne

	Position number
	DHHS/CCOM/XXXX 

	Employment type
	Full Time – Fixed Term 30/6/2021

	Salary range
	Value range 1: $ 120,692 - $141,102 plus superannuation 
Value range 2: $ 141,103 - $161,511 plus superannuation

	Position reports to
	Outbreak Lead, Case, Contact & Outbreak Management




Organisational environment
The department develops and delivers policies, programs and services that support and enhance the wellbeing of all Victorians. We take a broad view of the causes of ill health, the drivers of good health, the social and economic context in which people live, and of the incidence and experience of vulnerability.
We are building an inclusive workplace that embraces diversity and difference. All jobs can be worked flexibly, and we actively encourage job applications from Aboriginal people, people living with disability, LGBTI and people from varied cultural backgrounds.  

The department is committed to the safety of its clients. The department takes a zero-tolerance approach to abuse, including child abuse and abuse of people with disability.

Departmental employees are required to comply with all legal requirements including the Child Safe Standards to keep children safe from harm and abuse.

The department has a zero tolerance towards violence within the workplace and recognises the rights of all staff to be free from violence and gender- related discrimination.  

[image: ]
Our vision is to support and enhance the wellbeing of all Victorians. We aspire to be an organisation where everyone is committed to achieving our vision and demonstrates our values in all that they do.
1. We are respectful
1. We have integrity
1. We collaborate 
1. We care for people, families and communities 
1. We are accountable
1. We are innovative
Role of unit 
The Case, Contact & Outbreak Management unit provides operational support to the Deputy Chief Health Officer to undertaking contact tracing and outbreak management activities.
Purpose and accountability
Purpose
The role will lead a specialised outbreak team and be responsible for the investigation, planning and response to COVID-19 outbreaks that fall under the remit of that team. The Medical Lead will oversee a small team of Medical Officers in their day to day work as outbreak leads and provide authoritative advice on the public health management of COVID-19 outbreaks. The successful candidate will also be required to lead more complex outbreaks as part of a multi-agency response. 




Accountabilities
Operating at value range 1, you will:
51. Provide expert public health medical, technical and strategic advice and input to policy development, review and reporting on significant issues across the COVID-19 response.
52. Provide public health medical advice and information to respond to incidents and emergencies in the range of environmental health and communicable diseases.
53. Improve public health outcomes by working collaboratively with health experts on the development of standards, procedures, guidelines and policies.
54. Rapidly identify and characterise public health risks allowing interpretation of implications for policy, practice and being able to appropriately prioritise a response. 
55. Provide timely expert advice and develop open and effective communication strategies including collection of highly complex, contentious or sensitive information on matters of public health.
56. Provide high quality business intelligence, authoritative advice and sound policy recommendations to senior management and government based on comprehensive research. 
57. Oversee the development of policy and initiatives that meet government and departmental objectives within resourcing, timeline and budget parameters.
58. Review and report on high priority issues, risks and trends and prepare and present comprehensive reports, ministerial briefs and cabinet and agency submissions on complex issues.
59. Pro-actively build and maintain effective working relationships and facilitate the flow of information across the department and with key external stakeholders.
60. Maintain an understanding of Commonwealth and State legislative and policy reform directions to influence policy development.
61. Represent the department on committees and community-based forums concerned with achieving government and departmental objectives.
62. Keep accurate and complete records of your work activities in accordance with legislative requirements and the department's records, information security and privacy policies and requirements. 
63. Take reasonable care for your own health and safety and for that of others in the workplace by working in accordance with legislative requirements and the department's occupational health and safety (OHS) policies and procedures. 
64. Demonstrate how the actions and outcomes of this role and work unit impact clients and the department’s ability to deliver, or facilitate the delivery of, effective support and services. 
Operating at value range 2, you will perform all the above together with increasing involvement to:
65. Operate within increased level of autonomy and accountability in delivering within broad strategic directions.
66. Provide leadership and guidance based on advanced expertise.
67. Contribute advanced expertise and knowledge to benefit strategic planning and organisation/sector-wide outcomes.
68. Manage a range of projects/functions each with increased budget, staff responsibilities or strategic importance.
69. Respond productively to deliver solutions and outcomes in an organisational environment complicated by scale, heterogeneity and complexity.
Selection criteria
Knowledge and skills
70. Policy skills: formulates and communicates public policy options and recommendations; keeps up-to-date with a broad range of contemporary issues; scans for links and potential implications of proposed policy options; liaises with stakeholders. 
71. Problem solving: seeks all relevant information for problem-solving; liaises with stakeholders; analyses issues from different perspectives and draws sound inferences from information available; identifies and proposes workable solutions to problems; implements solutions, evaluates effectiveness and adjusts actions as required. 
72. Systems thinking diagnoses trends, obstacles and opportunities in the internal and external environment; understands the linkages between natural systems and communities to inform policy; conceptualises and defines the systems working within the organisation. 
73. Self-management: plans and prioritises work to ensure outcomes are achieved, resists the temptation to react immediately without taking time to think things through, uses strengths to contribute constructively and consciously manages the impact of own weaknesses, anticipates own reactions to situations and prepares accordingly. 
Personal qualities
74. Conceptual and analytical ability: deals with concepts and complexity comfortably; uses analytical and conceptual skills to reason through problems; has creative ideas and can project how these can link to innovations.
75. Initiative and accountability: proactive and self-starting; seizes opportunities and acts upon them; takes responsibility for own actions. 
76. Creativity and innovation: generates new ideas; draws on a range of information sources to identify new ways of doing things; actively influences events and promotes ideas; translates creative ideas into workplace improvements; reflects on experience and is open to new ways to improve practice. 
77. Teamwork: cooperates and works well with others in pursuit of team goals, collaborates and shares information, shows consideration, concern and respect for others feelings and ideas, accommodates and works well with the different working styles of others, encourages resolution of conflict within the group. 
Safety Screening
All applicants are subject to a National Police History Check.
Applicants who have lived overseas for 12 months or longer during the past 10 years are required to provide the results of an international police check. Applicants should contact the relevant overseas police force to obtain this and submit as part of their application. Details of overseas police agencies are available on the Department of Immigration website homeaffairs.gov.au and can be searched for under the phrase, ‘penal clearance certificate’.
Qualifications
· Full and current registration as a medical practitioner with the Australian Health Practitioner Regulation Agency.
· Fellow or trainee (or eligibility) of the Australasian Faculty of Public Health Medicine – preferred but not mandatory.
Specialist expertise
· Knowledge and experience in public health medicine, particularly involving environmental health and communicable diseases.
Conditions and benefits
People who work for the department must comply with the Code of Conduct for Victorian Public Sector Employees 2015 and agree to work according to our values of quality, collaborative relationships, responsibility, client focus, professional integrity and respect.
Employees of the Department of Health & Human Services can enjoy a range of generous Victorian Government employment benefits. These include attractive salaries, flexible leave arrangements and training and development opportunities. Please see www.careers.vic.gov.au/why/benefits-conditions
The department promotes diversity and equal opportunity in employment. If you are an Aboriginal or Torres Strait Islander applicant, or if you have a disability, and require advice and support with the recruitment process, please contact our Diversity Unit on DiversityInclusion@dhhs.vic.gov.au.
How and where to apply
The Department of Health & Human Services prefers job applications submitted electronically to best manage administrative and environmental resources. If you are unable to apply online, please follow the instructions below to submit a paper copy. 
Online   –   existing staff: click through to the job opportunities page from the department’s intranet homepage.
Online – external applicants: visit the job search page at www.dhs.vic.gov.au/about-the-department/our-organisation/careers/job-search
Paper copy – all applicants: complete a Hard Copy Application for Employment form available via the links above 
or the contact for further information noted on page 1 of this document. Paper applications should quote the job 
reference number on the outside of the envelope and be posted to: Recruitment Officer, Department of Health & 
Human Services, 50 Lonsdale Street, Melbourne 3000.

If you are unable to apply online or having difficulties accessing the information online, please phone  Pamela Harkin 
from Human Resources Advisory Services on (03) 9096 8054 , for assistance.
Other relevant information

For other important information about the recruitment process, please read the department’s Information for applicants page at www.dhs.vic.gov.au/about-the-department/our-organisation/careers/applying-for-a-job/information-for-applicants or request a copy from the contact for further information listed under the ‘Position details’ section of this document.

Shift: Monday – Friday 
CASE, CONTACT & OUTBREAK MANAGEMENT PROGRAM MANAGER – Job Card – VPS 6

PRIMARY OBJECTIVES:
The Case, Contact & Outbreak Management Program Manager is responsible for leading the Program Management function of Case, Contact and Outbreak Management. 
Reporting to the Deputy Public Health Commander: Case, Contact & Outbreak Management, this role will provide leadership, guidance and oversight across the Program Management team. The Program Manager has two direct reports: 1) the Case, Contact & Outbreak Management Principal Program Analyst; and 2) the Case, Contact & Outbreak Management Senior Program Officer.

INITIAL ACTIONS:
· Work with the Deputy Public Health Commander: Case, Contact and Outbreak Management to understand priorities, goals and challenges
· Meet with team members and stakeholders to understand existing programs of work, needs, gaps and challenges.






 

CLASSIFICATION:
VPS6 or equivalent


ROLES & RESPONSIBILITIES:
Leadership and People Management
· Lead the Case, Contact and Outbreak Management Program Management team;
· Provide guidance and advice across the Case, Contact and Outbreak Management Program Management team; and
· Oversee the work of other employees in the team as directed by the Deputy Public Health Commander and/or Operations Lead.

Stakeholder Engagement
· Represent the Case, Contact & Outbreak Management Program Management team with both internal and external stakeholders;
· Act as a key liaison across the PH-IMT response, working with Program Managers from other functional areas to ensure  information sharing and transparency;
· Interact with a range of stakeholders and functional areas to identify emerging problems and needs which can be translated into programs of work;
· Act as a conduit to channel information to and from the Deputy Public Health Commander, Operations Lead and program management staff as required; 
· Coordinate forums and stakeholder engagement relevant to the Case, Contact and Outbreak program of work;
· Ability to communicate effectively at all levels, to build trust and foster collaboration to project team environment; and
· Identify, engage and negotiate with stakeholders in order to resolve differences and achieve functional area goals.

Subject Matter Expertise
· Provide Program Management expertise, and ensure programs of work align with program management principles and best practice;
· Provide support and undertake duties aligned with the broader objectives of the Public Health Operations Coordination Function as required; and
· Demonstrate flexibility and adapt to the needs of the changing COVID-19 response environment as required.
[bookmark: _Hlk40687424]
Reporting
· Oversee status reporting and other reporting requirements;
· Identify issues or risks, and escalate as required; and
· Drive continuous improvement through identifying solutions to enhance performance.

QUALIFICATIONS & EXPERIENCE (VPS6 OR EQUIVALENT):
· Experience in a similar role within the Victorian Public Service;
· Team leader and people management experience;
· Extensive program / project management experience and expertise;
· Extensive experience with senior stakeholder engagement, including strong people skills in changing and complex environments;
· Outcome driven conflict resolution;
· Experience working in a fast-paced environment managing multiple competing priorities; and
· Qualifications in Public Health (desired).



















KEY REFERENCES:
· TBC




SYSTEM ACCESS REQUIREMENTS:
· [bookmark: _Hlk38993659]DHHS email account
· Laptop
· Work mobile
· Follow Me Printer.
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[bookmark: _Toc410976288]Public Health Project Officer
[bookmark: _Hlk51246946]This Project Officer will work as part of a team to support the case and contact management in the investigation, surveillance, management and control of COVID-19. The Project Officer role will provide cultural knowledge and experience, support and engage with internal and external stakeholders to follow up on confirmed case and contact as well as to provide public health advice and support to cases and contacts. This role will work with culturally and linguistically diverse communities.

Are you
· An Aboriginal or Torres Strait Islander person?
· [bookmark: _Hlk51247033]Someone who enjoys working in a fast paced, responsive environment? 
· Able to adapt and learn new systems quickly?
· Able to work with limited supervision, managing your time? 

	Title
	Public Health Project Officer

	Classification
	VPS 4

	Team, unit
	New Case & New Contact Team, Operations Unit

	Branch/ Division
	Case, Contact and Outbreak Management Branch
COVID-19 Public Health Division

	Work location
	Working from home (Level 13, 50 Lonsdale Street, Melbourne for training)

	Position number
	TBC

	Employment type
	Fixed term contract to 30/06/2021
Full time and part time applicants with appropriate experience considered.

	Salary range
	Value range 1: $85,279 - $96,759 plus superannuation

	Position reports to
	Team Leader, Case Contact & Outbreak Management

	Further information
	Publichealth.workforce@dhhs.vic.gov.au 

	Closing date
	11:59pm Sunday 18 October 2020

	Special Measures
	ONLY INDIGENOUS AUSTRALIANS ARE ELIBLE TO APPLY AS THESE POSITIONS ARE EXEMPT UNDER THE SPECIAL MEASURES PROVISION, SECTION 12(1) OF THE EQUAL OPPORTUNITY ACT 2010 (VIC)


Organisational environment
The department develops and delivers policies, programs and services that support and enhance the wellbeing of all Victorians. We take a broad view of the causes of ill health, the drivers of good health, the social and economic context in which people live, and of the incidence and experience of vulnerability.
We are building an inclusive workplace that embraces diversity and difference.   All jobs can be worked flexibly and we actively encourage job applications from Aboriginal people, people living with disability, LGBTI and people from varied cultural backgrounds.  

The department is committed to the safety of its clients. The department takes a zero tolerance approach to abuse, including child abuse and abuse of people with disability.

Departmental employees are required to comply with all legal requirements including the Child Safe Standards to keep children safe from harm and abuse.

The department has a zero tolerance towards violence within the workplace and recognises the rights of all staff to be free from violence and gender- related discrimination.  We are proudly working with White Ribbon to create a safer workplace.
[image: ]
Our vision is to support and enhance the wellbeing of all Victorians. We aspire to be an organisation where everyone is committed to achieving our vision and demonstrates our values in all that they do.
· We are respectful
· We have integrity
· We collaborate 
· We care for people, families and communities 
· We are accountable
· We are innovative
Division
COVID-19 Public Health Division
The COVID-19 Public Health Division manages the response to public health risks associated with COVID-19. This includes the provision of public health advice to Government and other government agencies, oversight of infection prevention and control activities, case contact and outbreak management support, advice around physical distancing and other health directions and the provision of public information and data intelligence
Branch
Case Contact and Outbreak Management Branch
This Branch has responsibility for the support and case and contact management of people who have tested positive to COVID-19. The Branch also has responsibility for policy and protocol reviews and the scalability of case and contact operations as required. In addition, the Branch has oversight and responsibility for outbreak management responses and preparedness activities.
Purpose and accountability
Purpose
Reporting to the Team Leader, the Project Officer will work as part of a team to support the case and contact management in the investigation, surveillance, management and control of COVID-19. This role will maintain data and information standards for Intelligence and Operations Leads and escalate advice and information requests from the existing case and contact team. It will provide workflow support and engage with internal and external stakeholders to ensure accurate and timely information flow. This role will also maintain data to provide advice to team leaders of various subsectors under case and contact management. 
[bookmark: _Hlk51247197]This is a specialist role within the team to support contact tracing with people from culturally and linguistically diverse communities. 
Accountabilities
Operating at value range 1, you will:
1. Provide advice on culturally safe appropriate engagement and responsiveness in relation to the contact tracing functions of the department.
2. Provide administrative support for the routine engagement of confirmed cases and contacts to ensure information sharing and compliance with directions to socially distance/isolate.
3. Receive and enter data and information into PHESS, including laboratory results from VIDRL.
4. Manage information requests and correspondence through the shared inbox.
5. Escalating advice and information requests from the existing case and contact team through Team Leaders. 
6. Assist in the preparation and presentation of reports, ministerial briefs, cabinet and agency submissions on a range of matters.
7. Keep accurate and complete records of your work activities in accordance with legislative requirements and the department's records, information security and privacy policies and requirements. 
8. Take reasonable care for your own health and safety and for that of others in the workplace by working in accordance with legislative requirements and the department's occupational health and safety (OHS) policies and procedures. 
9. Demonstrate how the actions and outcomes of this role and work unit impact clients and the department’s ability to deliver, or facilitate the delivery of, effective support and services. 
Selection criteria
Knowledge and skills
1. Interpersonal skills: sees things from other’s point of view and confirms understanding; expresses own views in a constructive and diplomatic way; reflects on how own emotions impact on others.
1. Initiative and Accountability: proactive and self-starting; seizes opportunities and acts upon them; takes responsibility for own actions.
1. Self-management: plans and prioritises work to ensure outcomes are achieved; resists the temptation to react immediately without taking time to think things through; uses strengths to contribute constructively and consciously manages the impact of own weaknesses; anticipates own reactions to situations and prepares accordingly. 
1. [bookmark: _Hlk51247609]Teamwork: cooperates and works well with others in pursuit of team goals, collaborates and shares information, shows consideration, concern and respect for others feelings and ideas, accommodates and works well with the different working styles of others, encourages resolution of conflict within the group.
Personal qualities
82. [bookmark: _Hlk51247626]Empathy and cultural awareness: pays attention to words, expressions and body language; paraphrases messages to check understanding; shapes responses to individuals, based on a range of information they have noted; communicates well with, relates to and sees issues from the perspective of people from a diverse range of cultures and backgrounds.
83. Detail focus: observes fine details; identifies gaps in information; looks for logical sequences of information; highlights practical considerations of plans and activities.
84. Flexibility: adaptable; open to new ideas; accepts changed priorities without undue discomfort; recognises the merits of different options and acts accordingly.
85. Relationship building: establishes and maintains relationships with people at all levels; promotes harmony and consensus through diplomatic handling of disagreements; forges useful partnerships with people across business areas, functions and organisations; builds trust through consistent actions, values and communication; minimises surprises.
Safety screening
· All competitive applicants are subject to a satisfactory National Police History Check as part of the recruitment assessment process. 
· Applicants who have lived overseas for 12 months or longer during the past 10 years are required to provide the results of an international police check. Applicants should contact the relevant overseas police force to obtain this and submit as part of their application. Details of overseas police agencies are available on the Department of Immigration and Border Protection website homeaffairs.gov.au and search under 'Character and Police Certificate Requirements – How do I obtain a police certificate?'. 
Qualifications
· Tertiary degree or certificate in Social work, public health, business administration, project management or similar fields desirable
· Post graduate qualification in public health, environmental science or public policy would be desirable.
Specialist expertise
· Sound understanding and experience working with culturally and linguistically diverse communities 
· Effective cross-cultural communication skills 
· Office 365 proficiency
· Adapt and learn new systems quickly
· Follow direction and guidance on processes and escalate when needed
· Ability to manage difficult conversations and stakeholders
· Complete writing and reporting tasks accurately and efficiently
Conditions and benefits
People who work for the department must comply with the Code of Conduct for Victorian Public Sector Employees 2015 and agree to work according to our values of quality, collaborative relationships, responsibility, client focus, professional integrity and respect.
Employees of the Department of Health & Human Services can enjoy a range of generous Victorian Government employment benefits. These include attractive salaries, flexible leave arrangements and training and development opportunities. Please see www.careers.vic.gov.au/why/benefits-conditions
The department promotes diversity and equal opportunity in employment. If you are an Aboriginal or Torres Strait Islander applicant, or if you have a disability, and require advice and support with the recruitment process, please contact our Diversity Unit on DiversityInclusion@dhhs.vic.gov.au.
Other relevant information
For other important information about the recruitment process, please read the department’s Information for applicants page at www.dhs.vic.gov.au/about-the-department/our-organisation/careers/applying-for-a-job/information-for-applicants or request a copy from the contact for further information listed under the ‘Position details’ section of this document.
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Public Health Team Leader
This Team Leader position will oversee the passage of data and information from the Case and Contact Tracing team, including the receipt and processing of information relating to contact tracing and case management and have operational responsibility for information management across team and leadership group. This includes monitoring the quality of data and leading a team to adhere to data quality standards while escalating advice and information requests from the case and contact tracing team to inform decision making of senior leadership. This role will work with culturally and linguistically diverse communities.

Are you
· An Aboriginal or Torres Strait Islander person?
· A good people manager?
· Experienced in public health and communicable disease control? 
· Able to work with limited supervision, managing your time? 

	Title
	Public Health Team Leader

	Classification
	VPS 5 

	Team, unit
	New Case & New Contact Team, Operations Unit

	Branch/ Division
	Case, Contact and Outbreak Management Branch
COVID-19 Public Health Division

	Work location
	Working from home (Level 13, 50 Lonsdale Street, Melbourne for training)

	Position number
	TBC

	Employment type
	Fixed Term Contract – 30 June 2021
Full time and part time applicants with appropriate experience considered.

	Salary range
	Value range 1: $98,396 - $108,724 plus superannuation 
Value range 2: $108,726 - $119,052 plus superannuation

	Position reports to
	Operational Lead, Case Contact & Outbreak Management

	Further information
	Publichealth.workforce@dhhs.vic.gov.au 

	Closing date
	11:59pm Sunday 18 October 2020

	Special Measures
	ONLY INDIGENOUS AUSTRALIANS ARE ELIBLE TO APPLY AS THESE POSITIONS ARE EXEMPT UNDER THE SPECIAL MEASURES PROVISION, SECTION 12(1) OF THE EQUAL OPPORTUNITY ACT 2010 (VIC)


Organisational environment
The department develops and delivers policies, programs and services that support and enhance the wellbeing of all Victorians. We take a broad view of the causes of ill health, the drivers of good health, the social and economic context in which people live, and of the incidence and experience of vulnerability.
We are building an inclusive workplace that embraces diversity and difference.   All jobs can be worked flexibly and we actively encourage job applications from Aboriginal people, people living with disability, LGBTI and people from varied cultural backgrounds.  

The department is committed to the safety of its clients. The department takes a zero tolerance approach to abuse, including child abuse and abuse of people with disability.

Departmental employees are required to comply with all legal requirements including the Child Safe Standards to keep children safe from harm and abuse.

The department has a zero tolerance towards violence within the workplace and recognises the rights of all staff to be free from violence and gender- related discrimination.  We are proudly working with White Ribbon to create a safer workplace.
[image: ]
Our vision is to support and enhance the wellbeing of all Victorians. We aspire to be an organisation where everyone is committed to achieving our vision and demonstrates our values in all that they do.
· We are respectful
· We have integrity
· We collaborate 
· We care for people, families and communities 
· We are accountable
· We are innovative
Division
COVID-19 Public Health Division
The COVID-19 Public Health Division manages the response to public health risks associated with COVID-19. This includes the provision of public health advice to Government and other government agencies, oversight of infection prevention and control activities, case contact and outbreak management support, advice around physical distancing and other health directions and the provision of public information and data intelligence
Branch
Case Contact and Outbreak Management Branch
This Branch has responsibility for the support and case and contact management of people who have tested positive to COVID-19. The Branch also has responsibility for policy and protocol reviews and the scalability of case and contact operations as required. In addition, the Branch has oversight and responsibility for outbreak management responses and preparedness activities.
Purpose and accountability
Purpose
This is position is within the Operations Team in the Case, Contact and Outbreak Management Branch within the COVID-19 Public Health Division. Reporting to the Operations Lead, this position will oversee a Case and Contact Tracing team within the Case, Contact and Outbreak management branch. This position will lead a team by coordinating responses in line with case and contact management guidelines and maintaining data and information standards for Intelligence and Operations Leads. The team leader will oversee the data entry and quality of information being entered into PHESS and manage the escalation of advice and information requests from the case and contact tracing team to inform decision making of senior leadership. 
This is a specialist cross-cultural role to support contact tracing with people from culturally and linguistically diverse communities. 
Accountabilities
Operating at value range 1, you will:
10. Supervise and coordinate a team of staff in the outbreak management team.
11. Effectively supervise and provide leadership to a team of employees by:
a. modelling behaviours integral to good people management and departmental values
b. supporting individuals to achieve their potential while maximising their contribution to achieve their goals and outcomes
c. where relevant, support specific improvement objectives in annual improvement plans relating to the area of responsibility
d. building and maintaining positive relationships with peers and stakeholders across the organisation. 
12. Manage, interpret and apply business plans and policies in own area of responsibility and provide advice to others on design and implementation issues. 
13. Resolve operational problems and issues being experienced by team members.
14. Keep accurate and complete records of your work activities in accordance with legislative requirements and the department's records, information security and privacy policies and requirements.
15. Coordinate outbreak response and maintain data and information standards in line with case and contact management guidelines.
16. Support and manage escalated advice and information requests from case and contact tracing team and provide recommended adjustments to case and contact workflows to sector lead.
17. Provide cultural expertise for contact tracing with Aboriginal and Torres Strait Islander people.
Selection criteria
Knowledge and skills
86. People Management: aligns team with the organisational values and goals through effective people management and modelling; maximises effectiveness by selecting, developing, managing, deploying and motivating a high performing team; clearly defines role expectations, monitors performance, provides timely and constructive feedback and facilitates employee development.
87. Decision making: makes decisions in situations where there is some, but not definitive precedent about the application of an organisational framework (protocols regarding responding to disease); interprets and applies business plans and policies [disease response protocols in relation to a range of specified diseases] in own area of responsibility and provides advice to others on implementation issues [such as when and how to isolate an infectious patient].
88. Teamwork: cooperates and works well with others in pursuit of team goals, collaborates and shares information, shows consideration, concern and respect for others feelings and ideas, accommodates and works well with the different working styles of others, encourages resolution of conflict within the group.
89. Self-management: plans and prioritises work to ensure outcomes are achieved, resists the temptation to react immediately without taking time to think things through, uses strengths to contribute constructively and consciously manages the impact of own weaknesses, anticipates own reactions to situations and prepares accordingly. 
Personal qualities
90. Detail focus: observes fine details; identifies gaps in information; looks for logical sequences of information; highlights practical considerations of plans and activities.
91. Flexibility: adaptable; open to new ideas; accepts changed priorities without undue discomfort; recognises the merits of different options and acts accordingly.
92. Initiative and Accountability: proactive and self-starting; seizes opportunities and acts upon them; takes responsibility for own actions.
93. Empathy and cultural awareness: pays attention to words, expressions and body language; paraphrases messages to check understanding; shapes responses to individuals, based on a range of information they have noted; communicates well with, relates to and sees issues from the perspective of people from a diverse range of cultures and backgrounds.
Safety screening
· All competitive applicants are subject to a satisfactory National Police History Check as part of the recruitment assessment process. 
· Applicants who have lived overseas for 12 months or longer during the past 10 years are required to provide the results of an international police check. Applicants should contact the relevant overseas police force to obtain this and submit as part of their application. Details of overseas police agencies are available on the Department of Immigration and Border Protection website homeaffairs.gov.au and search under 'Character and Police Certificate Requirements – How do I obtain a police certificate?'. 
Qualifications
· Tertiary degree in health science, nursing, medicine or related public health field
· Post graduate qualification in public health, environmental science or public policy would be desirable.
Specialist expertise
· Sound understanding and experience working with culturally and linguistically diverse communities 
· Effective cross-cultural communication skills 
· Office 365 proficiency
· Adapt and learn new systems quickly
· Follow direction and guidance on processes and escalate when needed
· Ability to manage difficult conversations and stakeholders
· Complete writing and reporting tasks accurately and efficiently
Conditions and benefits
People who work for the department must comply with the Code of Conduct for Victorian Public Sector Employees 2015 and agree to work according to our values of quality, collaborative relationships, responsibility, client focus, professional integrity and respect.
Employees of the Department of Health & Human Services can enjoy a range of generous Victorian Government employment benefits. These include attractive salaries, flexible leave arrangements and training and development opportunities. Please see www.careers.vic.gov.au/why/benefits-conditions
The department promotes diversity and equal opportunity in employment. If you are an Aboriginal or Torres Strait Islander applicant, or if you have a disability, and require advice and support with the recruitment process, please contact our Diversity Unit on DiversityInclusion@dhhs.vic.gov.au.
Other relevant information
For other important information about the recruitment process, please read the department’s Information for applicants page at www.dhs.vic.gov.au/about-the-department/our-organisation/careers/applying-for-a-job/information-for-applicants or request a copy from the contact for further information listed under the ‘Position details’ section of this document.
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Operations Team Lead 
This Team Leader position will oversee the operational case and contact tracing teams in the COVID-19 public health response. It will be responsible for the passage of data and information from the Case and Contact Tracing team to operational leaders, including the receipt and processing of information relating to contact tracing and case management. It will have operational responsibility and oversight for appropriate case, contact, triage and notification of new and existing cases and close contacts of COVID-19. This includes monitoring the quality of data and leading a team to adhere to data quality standards while escalating advice and information requests from the case and contact tracing team to inform decision making of senior leadership.
Do you
1. Enjoy working in a fast paced, responsive environment? 
1. Have advanced training and experience in public health and communicable disease control? 
1. Have a demonstrated ability to work with limited supervision, managing your time? 
1. Have a demonstrated people management and writing ability?

	Title
	Team Leader 

	Classification
	VPS 5

	Team, unit
	Operations 

	Branch/area/region
Division
	Case, Contact and Outbreak Management Branch
Covid-19 Public Health Division

	Work location
	50 Lonsdale Street, Melbourne, VIC 3000

	Position number
	DHHS/CD/1473602

	Employment type
	6-month fixed term contract
Full time and part time applicants with appropriate experience will be considered.

	Salary range
	Value range 1: $98,396 - $108,724 plus superannuation 
Value range 2: $108,726 - $119,052 plus superannuation

	Position reports to
	Operations Lead, Case, Contact and Outbreak Management

	Further information
	Ryan Webster – ryan.webster@dhhs.vic.gov.au

	Closing date
	11-AUG-2020




Organisational environment
The department develops and delivers policies, programs and services that support and enhance the wellbeing of all Victorians. We take a broad view of the causes of ill health, the drivers of good health, the social and economic context in which people live, and of the incidence and experience of vulnerability.
[bookmark: _Hlk1046845]We are building an inclusive workplace that embraces diversity and difference.   All jobs can be worked flexibly and we actively encourage job applications from Aboriginal people, people living with disability, LGBTI and people from varied cultural backgrounds.  

The department is committed to the safety of its clients. The department takes a zero tolerance approach to abuse, including child abuse and abuse of people with disability.

Departmental employees are required to comply with all legal requirements including the Child Safe Standards to keep children safe from harm and abuse.

The department has a zero tolerance towards violence within the workplace and recognises the rights of all staff to be free from violence and gender- related discrimination.  We are proudly working with White Ribbon to create a safer workplace.
[image: ]
Our vision is to support and enhance the wellbeing of all Victorians. We aspire to be an organisation where everyone is committed to achieving our vision and demonstrates our values in all that they do.
1. We are respectful
1. We have integrity
1. We collaborate 
1. We care for people, families and communities 
1. We are accountable
1. We are innovative
Division
Covid-19 Public Health Division
The COVID-19 Public Health Division manages the response to public health risks associated with COVID-19. This includes the provision of public health advice to Government and other government agencies, oversight of infection prevention and control activities, case contact and outbreak management support, advice around physical distancing and other health directions and the provision of public information and data intelligence
Branch
Case Contact and Outbreak Management Branch
This Branch has responsibility for the support and case and contact management of people who have tested positive to Covid-19. The Branch also has responsibility for policy and protocol reviews and the scalability of case and contact operations as required. In addition, the Branch has oversight and responsibility for outbreak management responses and preparedness activities.
Purpose and accountability
Purpose
This position is within the Operations Team in the Case, Contact and Outbreak Management Branch. Reporting to the Operations Lead, this position will oversee a Case and Contact Tracing team within the Case, Contact and Outbreak management branch. This position will lead a team by coordinating responses in line with case and contact management guidelines and maintaining data and information standards for Intelligence and Operations Leads. The team leader will oversee the data entry and quality of information being entered into PHESS and manage the escalation of advice and information requests from the case and contact tracing team to inform decision making of senior leadership. 
Accountabilities
Operating at value range 1, you will:
94. Supervise and coordinate a team of staff to provide operational case and contact response to COVID-19
95. Support and manage escalated advice and information requests from case and contact tracing team and provide recommended adjustments to case and contact workflows to sector lead.
96. Coordinate case and contact response and maintain data and information standards in line with case and contact management guidelines.
97. Effectively supervise and provide leadership to a team of employees by:
· modelling behaviours integral to good people management and departmental values
· supporting individuals to achieve their potential while maximising their contribution to achieve their goals and outcomes
· where relevant, support specific improvement objectives in annual improvement plans relating to the area of responsibility
· building and maintaining positive relationships with peers and stakeholders across the organisation. 
98. Manage, interpret and apply case and contact policies and provide advice to others on operational and implementation issues. 
99. Resolve operational problems and issues being experienced by team members.
100. Keep accurate and complete records of your work activities in accordance with legislative requirements and the department's records, information security and privacy policies and requirements.
Selection criteria
Knowledge and skills
101. People Management: aligns team with the organisational values and goals through effective people management and modelling; maximises effectiveness by selecting, developing, managing, deploying and motivating a high performing team; clearly defines role expectations, monitors performance, provides timely and constructive feedback and facilitates employee development.
102. Decision making: makes decisions in situations where there is some, but not definitive precedent about the application of an organisational framework (protocols regarding responding to disease); interprets and applies business plans and policies [disease response protocols in relation to a range of specified diseases] in own area of responsibility and provides advice to others on implementation issues [such as when and how to isolate an infectious patient].
103. Problem solving: seeks all relevant information for problem solving; investigates and probes for the facts; liaises with stakeholders; analyses issues from different perspectives and draws sound inferences from information available; identifies and proposes workable solutions to problems. 
104. Verbal communication: confidently conveys ideas and information in a clear and interesting way; understands and meets the needs of target audiences (the right information to the right people); welcomes constructive feedback; sees things from other’s points of view and confirms understanding. 
105. Written communication: prepares complex briefs, letters, emails and reports using clear, concise and grammatically correct language; edits written communications to ensure they contain the information necessary to achieve their purpose and meet audience needs; ensures appropriate style and formats are used. 
106. Project management: consults, liaises with and influences key stakeholders; produces detailed project plans where objectives are clearly defined and action steps for achieving them are clearly specified; monitors performance against objectives and manages project risks and issues; ensures project objectives are met.
107. Self-management: plans and prioritises work to ensure outcomes are achieved, resists the temptation to react immediately without taking time to think things through, uses strengths to contribute constructively and consciously manages the impact of own weaknesses, anticipates own reactions to situations and prepares accordingly. 
108. Demonstrate how the actions and outcomes of this role and work unit impact clients and the department’s ability to deliver, or facilitate the delivery of, effective support and services. 
Personal qualities
109. Detail focus: observes fine details; identifies gaps in information; looks for logical sequences of information; highlights practical considerations of plans and activities.
110. Flexibility: adaptable; open to new ideas; accepts changed priorities without undue discomfort; recognises the merits of different options and acts accordingly.
111. Initiative and Accountability: proactive and self-starting; seizes opportunities and acts upon them; takes responsibility for own actions.
112. Teamwork: cooperates and works well with others in pursuit of team goals, collaborates and shares information, shows consideration, concern and respect for others’ feelings and ideas, accommodates and works well with the different working styles of others, encourages resolution of conflict within the group. 
Safety Screening
1. All applicants are subject to a National Police History Check.
1. Applicants who have lived overseas for 12 months or longer during the past 10 years are required to provide the results of an international police check. Applicants should contact the relevant overseas police force to obtain this and submit as part of their application. Details of overseas police agencies are available on the Department of Immigration website www.immi.gov.au and can be searched for under the phrase, ‘penal clearance certificate’.
Qualifications
· Tertiary degree in health science, nursing, medicine or related public health field
· Post graduate qualification in public health, environmental science or public policy would be desirable.
Specialist expertise
1. Good understanding and knowledge of the human services system and the statutory and policy objectives
1. Good understanding of communicable disease control policies and procedures 
Conditions and benefits
People who work for the department must comply with the Code of Conduct for Victorian Public Sector Employees 2007 and agree to work according to our values of quality, collaborative relationships, responsibility, client focus, professional integrity and respect.
Employees of the Department of Health & Human Services can enjoy a range of generous Victorian Government employment benefits. These include attractive salaries, flexible leave arrangements and training and development opportunities. Please see www.careers.vic.gov.au/why/benefits-conditions
The department promotes diversity and equal opportunity in employment. If you are an Aboriginal or Torres Strait Islander applicant, or if you have a disability, and require advice and support with the recruitment process, please contact our Diversity Unit on DiversityInclusion@dhhs.vic.gov.au.
How and where to apply
· The Department of Health & Human Services prefers job applications submitted electronically to best manage administrative and environmental resources. If you are unable to apply online, please follow the instructions below to submit a paper copy. 
· Online – existing staff: click through to the job opportunities page from the department’s intranet homepage.
· Online – external applicants: visit the job search page at www.dhs.vic.gov.au/about-the-department/our-organisation/careers/job-search
· Paper copy – all applicants: complete a Hard Copy Application for Employment form available via the links above or the contact for further information noted on page 1 of this document. Paper applications should quote the job reference number on the outside of the envelope and be posted to: HR Business Services Officer, Department of Health & Human Services, 16/50 Lonsdale Street, Melbourne, VIC 3000
· If you are unable to apply online or having difficulties accessing the information online, please phone
Manager – Investigation and Response Communicable Disease Prevention & Control, Health Protection Branch Tel: (03) 9096 0193, for assistance.
Other relevant information
For other important information about the recruitment process, please read the department’s Information for applicants page at www.dhs.vic.gov.au/about-the-department/our-organisation/careers/applying-for-a-job/information-for-applicants or request a copy from the contact for further information listed under the ‘Position details’ section of this document.
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Operations Team Lead 
This Team Leader position will oversee the operational case and contact tracing teams in the COVID-19 public health response. It will be responsible for the passage of data and information from the Case and Contact Tracing team to operational leaders, including the receipt and processing of information relating to contact tracing and case management. It will have operational responsibility and oversight for appropriate case, contact, triage and notification of new and existing cases and close contacts of COVID-19. This includes monitoring the quality of data and leading a team to adhere to data quality standards while escalating advice and information requests from the case and contact tracing team to inform decision making of senior leadership.
Do you
1. Enjoy working in a fast paced, responsive environment? 
1. Have advanced training and experience in public health and communicable disease control? 
1. Have a demonstrated ability to work with limited supervision, managing your time? 
1. Have a demonstrated people management and writing ability?

	Title
	Team Leader 

	Classification
	VPS 5

	Team, unit
	Operations 

	Branch/area/region
Division
	Case, Contact and Outbreak Management Branch
Covid-19 Public Health Division

	Work location
	50 Lonsdale Street, Melbourne, VIC 3000

	Position number
	DHHS/CD/1473602

	Employment type
	6-month fixed term contract
Full time and part time applicants with appropriate experience will be considered.

	Salary range
	Value range 1: $98,396 - $108,724 plus superannuation 
Value range 2: $108,726 - $119,052 plus superannuation

	Position reports to
	Operations Lead, Case, Contact and Outbreak Management

	Further information
	Ryan Webster – ryan.webster@dhhs.vic.gov.au

	Closing date
	11-AUG-2020




Organisational environment
The department develops and delivers policies, programs and services that support and enhance the wellbeing of all Victorians. We take a broad view of the causes of ill health, the drivers of good health, the social and economic context in which people live, and of the incidence and experience of vulnerability.
We are building an inclusive workplace that embraces diversity and difference.   All jobs can be worked flexibly and we actively encourage job applications from Aboriginal people, people living with disability, LGBTI and people from varied cultural backgrounds.  

The department is committed to the safety of its clients. The department takes a zero tolerance approach to abuse, including child abuse and abuse of people with disability.

Departmental employees are required to comply with all legal requirements including the Child Safe Standards to keep children safe from harm and abuse.

The department has a zero tolerance towards violence within the workplace and recognises the rights of all staff to be free from violence and gender- related discrimination.  We are proudly working with White Ribbon to create a safer workplace.
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Our vision is to support and enhance the wellbeing of all Victorians. We aspire to be an organisation where everyone is committed to achieving our vision and demonstrates our values in all that they do.
1. We are respectful
1. We have integrity
1. We collaborate 
1. We care for people, families and communities 
1. We are accountable
1. We are innovative
Division
Covid-19 Public Health Division
The COVID-19 Public Health Division manages the response to public health risks associated with COVID-19. This includes the provision of public health advice to Government and other government agencies, oversight of infection prevention and control activities, case contact and outbreak management support, advice around physical distancing and other health directions and the provision of public information and data intelligence
Branch
Case Contact and Outbreak Management Branch
This Branch has responsibility for the support and case and contact management of people who have tested positive to Covid-19. The Branch also has responsibility for policy and protocol reviews and the scalability of case and contact operations as required. In addition, the Branch has oversight and responsibility for outbreak management responses and preparedness activities.
Purpose and accountability
Purpose
This position is within the Operations Team in the Case, Contact and Outbreak Management Branch. Reporting to the Operations Lead, this position will oversee a Case and Contact Tracing team within the Case, Contact and Outbreak management branch. This position will lead a team by coordinating responses in line with case and contact management guidelines and maintaining data and information standards for Intelligence and Operations Leads. The team leader will oversee the data entry and quality of information being entered into PHESS and manage the escalation of advice and information requests from the case and contact tracing team to inform decision making of senior leadership. 
Accountabilities
Operating at value range 1, you will:
113. Supervise and coordinate a team of staff to provide operational case and contact response to COVID-19
114. Support and manage escalated advice and information requests from case and contact tracing team and provide recommended adjustments to case and contact workflows to sector lead.
115. Coordinate case and contact response and maintain data and information standards in line with case and contact management guidelines.
116. Effectively supervise and provide leadership to a team of employees by:
· modelling behaviours integral to good people management and departmental values
· supporting individuals to achieve their potential while maximising their contribution to achieve their goals and outcomes
· where relevant, support specific improvement objectives in annual improvement plans relating to the area of responsibility
· building and maintaining positive relationships with peers and stakeholders across the organisation. 
117. Manage, interpret and apply case and contact policies and provide advice to others on operational and implementation issues. 
118. Resolve operational problems and issues being experienced by team members.
119. Keep accurate and complete records of your work activities in accordance with legislative requirements and the department's records, information security and privacy policies and requirements.
Selection criteria
Knowledge and skills
120. People Management: aligns team with the organisational values and goals through effective people management and modelling; maximises effectiveness by selecting, developing, managing, deploying and motivating a high performing team; clearly defines role expectations, monitors performance, provides timely and constructive feedback and facilitates employee development.
121. Decision making: makes decisions in situations where there is some, but not definitive precedent about the application of an organisational framework (protocols regarding responding to disease); interprets and applies business plans and policies [disease response protocols in relation to a range of specified diseases] in own area of responsibility and provides advice to others on implementation issues [such as when and how to isolate an infectious patient].
122. Problem solving: seeks all relevant information for problem solving; investigates and probes for the facts; liaises with stakeholders; analyses issues from different perspectives and draws sound inferences from information available; identifies and proposes workable solutions to problems. 
123. Verbal communication: confidently conveys ideas and information in a clear and interesting way; understands and meets the needs of target audiences (the right information to the right people); welcomes constructive feedback; sees things from other’s points of view and confirms understanding. 
124. Written communication: prepares complex briefs, letters, emails and reports using clear, concise and grammatically correct language; edits written communications to ensure they contain the information necessary to achieve their purpose and meet audience needs; ensures appropriate style and formats are used. 
125. Project management: consults, liaises with and influences key stakeholders; produces detailed project plans where objectives are clearly defined and action steps for achieving them are clearly specified; monitors performance against objectives and manages project risks and issues; ensures project objectives are met.
126. Self-management: plans and prioritises work to ensure outcomes are achieved, resists the temptation to react immediately without taking time to think things through, uses strengths to contribute constructively and consciously manages the impact of own weaknesses, anticipates own reactions to situations and prepares accordingly. 
127. Demonstrate how the actions and outcomes of this role and work unit impact clients and the department’s ability to deliver, or facilitate the delivery of, effective support and services. 
Personal qualities
128. Detail focus: observes fine details; identifies gaps in information; looks for logical sequences of information; highlights practical considerations of plans and activities.
129. Flexibility: adaptable; open to new ideas; accepts changed priorities without undue discomfort; recognises the merits of different options and acts accordingly.
130. Initiative and Accountability: proactive and self-starting; seizes opportunities and acts upon them; takes responsibility for own actions.
131. Teamwork: cooperates and works well with others in pursuit of team goals, collaborates and shares information, shows consideration, concern and respect for others’ feelings and ideas, accommodates and works well with the different working styles of others, encourages resolution of conflict within the group. 
Safety Screening
1. All applicants are subject to a National Police History Check.
1. Applicants who have lived overseas for 12 months or longer during the past 10 years are required to provide the results of an international police check. Applicants should contact the relevant overseas police force to obtain this and submit as part of their application. Details of overseas police agencies are available on the Department of Immigration website www.immi.gov.au and can be searched for under the phrase, ‘penal clearance certificate’.
Qualifications
· Tertiary degree in health science, nursing, medicine or related public health field
· Post graduate qualification in public health, environmental science or public policy would be desirable.
Specialist expertise
1. Good understanding and knowledge of the human services system and the statutory and policy objectives
1. Good understanding of communicable disease control policies and procedures 
Conditions and benefits
People who work for the department must comply with the Code of Conduct for Victorian Public Sector Employees 2007 and agree to work according to our values of quality, collaborative relationships, responsibility, client focus, professional integrity and respect.
Employees of the Department of Health & Human Services can enjoy a range of generous Victorian Government employment benefits. These include attractive salaries, flexible leave arrangements and training and development opportunities. Please see www.careers.vic.gov.au/why/benefits-conditions
The department promotes diversity and equal opportunity in employment. If you are an Aboriginal or Torres Strait Islander applicant, or if you have a disability, and require advice and support with the recruitment process, please contact our Diversity Unit on DiversityInclusion@dhhs.vic.gov.au.
How and where to apply
· The Department of Health & Human Services prefers job applications submitted electronically to best manage administrative and environmental resources. If you are unable to apply online, please follow the instructions below to submit a paper copy. 
· Online – existing staff: click through to the job opportunities page from the department’s intranet homepage.
· Online – external applicants: visit the job search page at www.dhs.vic.gov.au/about-the-department/our-organisation/careers/job-search
· Paper copy – all applicants: complete a Hard Copy Application for Employment form available via the links above or the contact for further information noted on page 1 of this document. Paper applications should quote the job reference number on the outside of the envelope and be posted to: HR Business Services Officer, Department of Health & Human Services, 16/50 Lonsdale Street, Melbourne, VIC 3000
· If you are unable to apply online or having difficulties accessing the information online, please phone
Manager – Investigation and Response Communicable Disease Prevention & Control, Health Protection Branch Tel: (03) 9096 0193, for assistance.
Other relevant information
For other important information about the recruitment process, please read the department’s Information for applicants page at www.dhs.vic.gov.au/about-the-department/our-organisation/careers/applying-for-a-job/information-for-applicants or request a copy from the contact for further information listed under the ‘Position details’ section of this document.
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Operations Team Lead 
This Team Leader position will oversee the operational case and contact tracing teams in the COVID-19 public health response. It will be responsible for the passage of data and information from the Case and Contact Tracing team to operational leaders, including the receipt and processing of information relating to contact tracing and case management. It will have operational responsibility and oversight for appropriate case, contact, triage and notification of new and existing cases and close contacts of COVID-19. This includes monitoring the quality of data and leading a team to adhere to data quality standards while escalating advice and information requests from the case and contact tracing team to inform decision making of senior leadership.
Do you
1. Enjoy working in a fast paced, responsive environment? 
1. Have advanced training and experience in public health and communicable disease control? 
1. Have a demonstrated ability to work with limited supervision, managing your time? 
1. Have a demonstrated people management and writing ability?

	Title
	Team Leader 

	Classification
	VPS 5

	Team, unit
	Operations 

	Branch/area/region
Division
	Case, Contact and Outbreak Management Branch
Covid-19 Public Health Division

	Work location
	50 Lonsdale Street, Melbourne, VIC 3000

	Position number
	DHHS/CD/1473602

	Employment type
	6-month fixed term contract
Full time and part time applicants with appropriate experience will be considered.

	Salary range
	Value range 1: $98,396 - $108,724 plus superannuation 
Value range 2: $108,726 - $119,052 plus superannuation

	Position reports to
	Operations Lead, Case, Contact and Outbreak Management

	Further information
	Ryan Webster – ryan.webster@dhhs.vic.gov.au

	Closing date
	11-AUG-2020




Organisational environment
The department develops and delivers policies, programs and services that support and enhance the wellbeing of all Victorians. We take a broad view of the causes of ill health, the drivers of good health, the social and economic context in which people live, and of the incidence and experience of vulnerability.
We are building an inclusive workplace that embraces diversity and difference.   All jobs can be worked flexibly and we actively encourage job applications from Aboriginal people, people living with disability, LGBTI and people from varied cultural backgrounds.  

The department is committed to the safety of its clients. The department takes a zero tolerance approach to abuse, including child abuse and abuse of people with disability.

Departmental employees are required to comply with all legal requirements including the Child Safe Standards to keep children safe from harm and abuse.

The department has a zero tolerance towards violence within the workplace and recognises the rights of all staff to be free from violence and gender- related discrimination.  We are proudly working with White Ribbon to create a safer workplace.
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Our vision is to support and enhance the wellbeing of all Victorians. We aspire to be an organisation where everyone is committed to achieving our vision and demonstrates our values in all that they do.
1. We are respectful
1. We have integrity
1. We collaborate 
1. We care for people, families and communities 
1. We are accountable
1. We are innovative
Division
Covid-19 Public Health Division
The COVID-19 Public Health Division manages the response to public health risks associated with COVID-19. This includes the provision of public health advice to Government and other government agencies, oversight of infection prevention and control activities, case contact and outbreak management support, advice around physical distancing and other health directions and the provision of public information and data intelligence
Branch
Case Contact and Outbreak Management Branch
This Branch has responsibility for the support and case and contact management of people who have tested positive to Covid-19. The Branch also has responsibility for policy and protocol reviews and the scalability of case and contact operations as required. In addition, the Branch has oversight and responsibility for outbreak management responses and preparedness activities.
Purpose and accountability
Purpose
This position is within the Operations Team in the Case, Contact and Outbreak Management Branch. Reporting to the Operations Lead, this position will oversee a Case and Contact Tracing team within the Case, Contact and Outbreak management branch. This position will lead a team by coordinating responses in line with case and contact management guidelines and maintaining data and information standards for Intelligence and Operations Leads. The team leader will oversee the data entry and quality of information being entered into PHESS and manage the escalation of advice and information requests from the case and contact tracing team to inform decision making of senior leadership. 
Accountabilities
Operating at value range 1, you will:
132. Supervise and coordinate a team of staff to provide operational case and contact response to COVID-19
133. Support and manage escalated advice and information requests from case and contact tracing team and provide recommended adjustments to case and contact workflows to sector lead.
134. Coordinate case and contact response and maintain data and information standards in line with case and contact management guidelines.
135. Effectively supervise and provide leadership to a team of employees by:
· modelling behaviours integral to good people management and departmental values
· supporting individuals to achieve their potential while maximising their contribution to achieve their goals and outcomes
· where relevant, support specific improvement objectives in annual improvement plans relating to the area of responsibility
· building and maintaining positive relationships with peers and stakeholders across the organisation. 
136. Manage, interpret and apply case and contact policies and provide advice to others on operational and implementation issues. 
137. Resolve operational problems and issues being experienced by team members.
138. Keep accurate and complete records of your work activities in accordance with legislative requirements and the department's records, information security and privacy policies and requirements.
Selection criteria
Knowledge and skills
139. People Management: aligns team with the organisational values and goals through effective people management and modelling; maximises effectiveness by selecting, developing, managing, deploying and motivating a high performing team; clearly defines role expectations, monitors performance, provides timely and constructive feedback and facilitates employee development.
140. Decision making: makes decisions in situations where there is some, but not definitive precedent about the application of an organisational framework (protocols regarding responding to disease); interprets and applies business plans and policies [disease response protocols in relation to a range of specified diseases] in own area of responsibility and provides advice to others on implementation issues [such as when and how to isolate an infectious patient].
141. Problem solving: seeks all relevant information for problem solving; investigates and probes for the facts; liaises with stakeholders; analyses issues from different perspectives and draws sound inferences from information available; identifies and proposes workable solutions to problems. 
142. Verbal communication: confidently conveys ideas and information in a clear and interesting way; understands and meets the needs of target audiences (the right information to the right people); welcomes constructive feedback; sees things from other’s points of view and confirms understanding. 
143. Written communication: prepares complex briefs, letters, emails and reports using clear, concise and grammatically correct language; edits written communications to ensure they contain the information necessary to achieve their purpose and meet audience needs; ensures appropriate style and formats are used. 
144. Project management: consults, liaises with and influences key stakeholders; produces detailed project plans where objectives are clearly defined and action steps for achieving them are clearly specified; monitors performance against objectives and manages project risks and issues; ensures project objectives are met.
145. Self-management: plans and prioritises work to ensure outcomes are achieved, resists the temptation to react immediately without taking time to think things through, uses strengths to contribute constructively and consciously manages the impact of own weaknesses, anticipates own reactions to situations and prepares accordingly. 
146. Demonstrate how the actions and outcomes of this role and work unit impact clients and the department’s ability to deliver, or facilitate the delivery of, effective support and services. 
Personal qualities
147. Detail focus: observes fine details; identifies gaps in information; looks for logical sequences of information; highlights practical considerations of plans and activities.
148. Flexibility: adaptable; open to new ideas; accepts changed priorities without undue discomfort; recognises the merits of different options and acts accordingly.
149. Initiative and Accountability: proactive and self-starting; seizes opportunities and acts upon them; takes responsibility for own actions.
150. Teamwork: cooperates and works well with others in pursuit of team goals, collaborates and shares information, shows consideration, concern and respect for others’ feelings and ideas, accommodates and works well with the different working styles of others, encourages resolution of conflict within the group. 
Safety Screening
1. All applicants are subject to a National Police History Check.
1. Applicants who have lived overseas for 12 months or longer during the past 10 years are required to provide the results of an international police check. Applicants should contact the relevant overseas police force to obtain this and submit as part of their application. Details of overseas police agencies are available on the Department of Immigration website www.immi.gov.au and can be searched for under the phrase, ‘penal clearance certificate’.
Qualifications
· Tertiary degree in health science, nursing, medicine or related public health field
· Post graduate qualification in public health, environmental science or public policy would be desirable.
Specialist expertise
1. Good understanding and knowledge of the human services system and the statutory and policy objectives
1. Good understanding of communicable disease control policies and procedures 
Conditions and benefits
People who work for the department must comply with the Code of Conduct for Victorian Public Sector Employees 2007 and agree to work according to our values of quality, collaborative relationships, responsibility, client focus, professional integrity and respect.
Employees of the Department of Health & Human Services can enjoy a range of generous Victorian Government employment benefits. These include attractive salaries, flexible leave arrangements and training and development opportunities. Please see www.careers.vic.gov.au/why/benefits-conditions
The department promotes diversity and equal opportunity in employment. If you are an Aboriginal or Torres Strait Islander applicant, or if you have a disability, and require advice and support with the recruitment process, please contact our Diversity Unit on DiversityInclusion@dhhs.vic.gov.au.
How and where to apply
· The Department of Health & Human Services prefers job applications submitted electronically to best manage administrative and environmental resources. If you are unable to apply online, please follow the instructions below to submit a paper copy. 
· Online – existing staff: click through to the job opportunities page from the department’s intranet homepage.
· Online – external applicants: visit the job search page at www.dhs.vic.gov.au/about-the-department/our-organisation/careers/job-search
· Paper copy – all applicants: complete a Hard Copy Application for Employment form available via the links above or the contact for further information noted on page 1 of this document. Paper applications should quote the job reference number on the outside of the envelope and be posted to: HR Business Services Officer, Department of Health & Human Services, 16/50 Lonsdale Street, Melbourne, VIC 3000
· If you are unable to apply online or having difficulties accessing the information online, please phone
Manager – Investigation and Response Communicable Disease Prevention & Control, Health Protection Branch Tel: (03) 9096 0193, for assistance.
Other relevant information
For other important information about the recruitment process, please read the department’s Information for applicants page at www.dhs.vic.gov.au/about-the-department/our-organisation/careers/applying-for-a-job/information-for-applicants or request a copy from the contact for further information listed under the ‘Position details’ section of this document.
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	· Department of Health & Human Services 

	Position description



Operations Lead, Case, Contact & Outbreak Management
The Operations Lead, Case, Contact and Outbreak Management leads a team of health professionals who undertake the public health response to notifications of confirmed cases and close contacts of COVID-19. The operations team works to prevent the spread of disease through immediate response work. It also contributes to longer term policy development, under state and national legislation and policy guidance and the Public Health and Wellbeing Act. This position will oversee the operations arms of the Case, Contact & Operations Management unit, and will include people management responsibilities for a number of direct reports. 
The position is an authorised officer under the Public Health and Wellbeing Act 2008. The position may also be required to perform the departmental incident management role/s for communicable disease incidents that may impact on public health. This role may require regular or ad hoc participation in a stand-by roster. Stand-by is a mechanism whereby employees are rostered to be available outside their ordinary hours of duty to attend to urgent or emergency work requirements. This role will also require shift-based work that spans 7-days of the week.
Are you
· An experienced public health professional, with a background in medicine, nursing or environmental health? 
· Able to identify and rapidly respond to communicable disease risk, as well as political and community concern?
· Knowledgeable in risk-based approaches, issues affecting communicable disease management and policy matters? 
· A skilled people manager who can lead and support a specialist team? 
	Title
	Operations Lead, Case, Contact & Outbreak Management

	Classification
	VPS 6

	Team, unit
	Operations Team 

	Branch/area/region
Division
	Case, Contact and Outbreak Management Branch
Covid-19 Public Health Division

	Work location
	50 Lonsdale Street, Melbourne VIC 3000 / Working from home 

	Position number
	DHHS/RHPEM/584291

	Employment type
	Full time, 76 hours, fixed-term contract ending 30 June 2021

	Salary range
	Value range 1: $ 120,692 - $ 141,102 plus superannuation 
Value range 2: $ 141,103 - $ 161,511 plus superannuation 

	Position reports to
	Senior Operations Manager – Outbreaks
Case, Contact & Outbreak Management

	Further information
	Fran Tiplady 0422 104 123 (business hours only)



Organisational environment
We are building an inclusive workplace that embraces diversity and difference.  All jobs can be worked flexibly and we actively encourage job applications from Aboriginal people, people living with disability, LGBTI and people from varied cultural backgrounds.  

The department is committed to the safety of its clients. The department takes a zero-tolerance approach to abuse, including child abuse and abuse of people with disability. 

Departmental employees are required to comply with all legal requirements including the Child Safe Standards to keep children safe from harm and abuse.

The department has a zero tolerance towards violence within the workplace and recognises the rights of all staff to be free from violence and gender- related discrimination.  
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Our vision is to support and enhance the wellbeing of all Victorians. We aspire to be an organisation where everyone is committed to achieving our vision and demonstrates our values in all that they do.
· We are respectful
· We have integrity
· We collaborate 
· We care for people, families and communities 
· We are accountable
· We are innovative
[bookmark: _Hlk43881963][bookmark: _Hlk43881945]Division
Covid-19 Public Health Division
The COVID-19 Public Health Division manages the response to public health risks associated with COVID-19. This includes the provision of public health advice to Government and other government agencies, oversight of infection prevention and control activities, case contact and outbreak management support, advice around physical distancing and other health directions and the provision of public information and data intelligence.
[bookmark: _Hlk43881979]Branch
Case Contact and Outbreak Management Branch
This Branch has responsibility for the support and case and contact management of people who have tested positive to Covid-19. The Branch also has responsibility for policy and protocol reviews and the scalability of case and contact operations as required. In addition, the Branch has oversight and responsibility for outbreak management responses and preparedness activities.
Purpose and accountability
Purpose
The Operations Lead is responsible for overall coordination and delivery of the operational response to confirmed cases of COVID-19. This includes overseeing management of new cases and new close contacts, escalating complex cases to the Outbreaks Lead (where appropriate), and ensuring existing cases and existing contacts continue to abide by public health advice.
The role is responsible for people management, mentoring and leadership in COVID-19 response policy and planning, and continuing work on opportunities to systematically improve public health outcomes. The Operations Lead position reports to the Deputy Public Health Commander, Case, Contact & Outbreak Management and may represent the Department of Health and Human Services on matters relating to COVID-19 response policy and planning with internal or external stakeholders. 
Specific responsibilities include 
· Overseeing case, contact and triage teams, including the receipt and processing of all notifications, contact tracing and case management
· Provide expert advice and oversight to complex cases and cases/contacts in outbreak settings.
· Provide strategic connection between the case and contact teams and the outbreaks team, as well as broader stakeholder groups
· Provide strategic and operational oversight to the sector through planning, intelligence gathering and procedural guidance
· Keep key stakeholders and leaders informed of complex cases via governance mechanisms, meetings and one-on-ones (including daily email)
· Liaises with Intelligence, outbreaks team, and relevant stakeholder groups on operational events, case management and sector actions
· Resolve escalated issues and, where appropriate, escalate issues and/or risks to DPHC CCOM
· Support the Deputy Public Health Commander, Case, Contact & Outbreak Management for external stakeholder engagements (such as Minister’s meetings, Secretary briefings, etc)
The position is an authorised officer under the Public Health and Wellbeing Act 2008. The position may also be required to perform the departmental incident management role/s for communicable disease incidents that may impact on public health. This role may require regular or ad hoc participation in a stand-by roster. Stand-by is a mechanism whereby employees are rostered to be available outside their ordinary hours of duty to attend to urgent or emergency work requirements. This role will also require shift-based work that spans 7-days of the week.
Accountabilities
Operating at value range 1, you will:
151. Strategically design and develop the delivery of departmental objectives that impact significant localised service delivery and meet statewide departmental and government objectives and community expectations.
152. Maintain an understanding of issues impacting the department’s clients and investigate and lead critical projects that develop and review policies, professional standards and operating practices that enhance service delivery, budget effectiveness, efficiency and improved client outcomes. 
153. Forge strong connections across the department and with external stakeholders to facilitate a partnership approach. 
154. Identify and actively manage emerging issues and areas of risk for government, department and the community in relation to COVID-19 response.
155. Work with senior management to set and achieve key performance indicators and standards. 
156. Effectively manage and provide leadership to a team of employees by:
(a) leading and supporting individuals to achieve their potential and contribution to organisational goals and outcomes
(b) modelling behaviours integral to good people management and departmental values
(c) where relevant, managing and monitoring specific improvement objectives in annual improvement plans relating to the area of responsibility
(d) pro-actively building and maintaining positive relationships with peers and stakeholders across the organisation.
157. Provide strategic thinking and future planning and oversee change management initiatives and integrated approaches to enhance compliance with department-wide policies.
158. Provide timely expert advice and develop open and effective communication strategies including collection of highly complex, contentious or sensitive information on matters of staff or business.
159. Represent the department on key government and non-government committees and bodies concerned with achieving government and departmental objectives.
160. Ensure effective operational policies are in place in relation to the administration of the Public Health and Wellbeing Act 2008 and other related health legislation.
161. Keep accurate and complete records of your work activities in accordance with legislative requirements and the department's records, information security and privacy policies and requirements.
162. Take reasonable care for your own health and safety and for that of others in the workplace by working in accordance with legislative requirements and the department's occupational health and safety (OHS) policies and procedures. 
163. Demonstrate how the actions and outcomes of this role and work unit impact clients and the department’s ability to deliver, or facilitate the delivery of, effective support and services.
Operating at value range 2, you will perform all the above together with increasing involvement to:
1. Operate within increased level of autonomy and accountability in delivering within broad strategic directions.
2. Provide leadership and guidance based on advanced expertise.
3. Contribute advanced expertise and knowledge to benefit strategic planning and organisation/sector-wide outcomes.
4. Manage a range of projects/functions each with increased budget, staff responsibilities or strategic importance.
5. Respond productively to deliver solutions and outcomes in an organisational environment complicated by scale, heterogeneity and complexity.
Selection criteria
Knowledge and skills
1. Leadership: builds team commitment by demonstrating personal conviction; translates organisational strategy into meaningful long-term plans and objectives for own area of responsibility; motivates others to deliver against goals. 
1. People management: aligns team with the organisational values and goals through effective people management and modelling, maximises effectiveness by selecting, developing, managing and motivating a high performing team, clearly defines role expectations, monitors performance, provides timely and constructive feedback and facilitates employee development, ensures staff are effectively deployed through effective workforce planning practices. 
1. Strategic planning: thinks at the big picture level, entertains wide-ranging possibilities in developing a vision for the future, works across a number of time frames, translates strategic direction into day-to-day activities. 
1. Self-management: invites feedback on own behaviour and impact; uses new knowledge or information about self to build a broader understanding of own behaviour and the impact it has on others; understands strong emotional reactions and seeks ways to more effectively manage them.
Personal qualities
1. Creativity and innovation: generates new ideas, draws on a range of information sources to identify new ways of doing things, actively influences events and promotes ideas, translates creative ideas into workplace improvements, reflects on experience and is open to new ways to improve practice.
1. Decisiveness: takes rational and sound decisions based on a consideration of the facts and alternatives; makes tough decisions, sometimes with incomplete information; evaluates rational and emotional elements of situations; makes quick decisions where required; commits to a definite course of action.
1. Developing others: actively seeks to improve others’ skills and talents by providing constructive feedback, coaching and training opportunities; empowers others by investing them with the authority and latitude to accomplish tasks; appropriately delegates responsibilities to further the development of others.
1. Teamwork: cooperates and works well with others in pursuit of team goals, collaborates and shares information, shows consideration, concern and respect for others feelings and ideas, accommodates and works well with the different working styles of others, encourages resolution of conflict within the group.
Safety screening
· All competitive applicants are subject to a satisfactory National Police History Check as part of the recruitment assessment process. 
· Applicants who have lived overseas for 12 months or longer during the past 10 years are required to provide the results of an international police check. Applicants should contact the relevant overseas police force to obtain this and submit as part of their application. Details of overseas police agencies are available on the Department of Immigration and Border Protection website (homeaffairs.gov.au) and search under 'Character and Police Certificate Requirements – How do I obtain a police certificate?'.  
Qualifications
· Tertiary qualification in health or environmental health or an equivalent is preferred.
· Post graduate qualifications in public health, public policy or an equivalent would be desirable.
· This role requires work-related travel across metropolitan and regional Victoria, on occasion at very short notice. The department will consider all reasonable adjustments for candidates with a disability.
Specialist expertise
· Health management experience; experience in state government; administration of regulatory frameworks to manage public health risk; project management related to the development and review of operational policies; the ability to work with a wide range of health care and local government stakeholders; and emergency management activities.
Conditions and benefits
People who work for the department must comply with the Code of Conduct for Victorian Public Sector Employees 2015 and agree to work according to our values of quality, collaborative relationships, responsibility, client focus, professional integrity and respect.
Employees of the Department of Health & Human Services can enjoy a range of generous Victorian Government employment benefits. These include attractive salaries, flexible leave arrangements and training and development opportunities. Please see www.careers.vic.gov.au/why/benefits-conditions
The department promotes diversity and equal opportunity in employment. If you are an Aboriginal or Torres Strait Islander applicant, or if you have a disability, and require advice and support with the recruitment process, please contact our Diversity Unit on DiversityInclusion@dhhs.vic.gov.au.
How and where to apply
The Department of Health & Human Services prefers job applications submitted electronically to best manage administrative and environmental resources. If you are unable to apply online, please follow the instructions below to submit a paper copy. 
· Online – existing staff: click through to the job opportunities page from the department’s intranet homepage.
· Online – external applicants: visit the job search page at www.dhs.vic.gov.au/about-the-department/our-organisation/careers/job-search
· Paper copy – all applicants: complete a Hard Copy Application for Employment form available via the links above or the contact for further information noted on page 1 of this document. Paper applications should quote the job reference number on the outside of the envelope and be posted to: Recruitment Officer, Department of Health & Human Services, 5/50 Lonsdale Street, Melbourne VIC 3000. 
· If you are unable to apply online or having difficulties accessing the information online, please phone Human Resources Advisory Services Recruitment on (03) 9096 8054 for assistance.
Other relevant information
For other important information about the recruitment process, please read the department’s Information for applicants page at www.dhs.vic.gov.au/about-the-department/our-organisation/careers/applying-for-a-job/information-for-applicants or request a copy from the contact for further information listed under the ‘Position details’ section of this document.
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Department of Health & Human Services

Position description

Public Health Officer

“This Publ Health Oficer positn wll utfise your skils n reation 0 the investigation, sunveilance, management and
controlof COVID-19. This ob offers an excellent opportunity for those wishing o further develop experience and skils
in publi heath

Are you
 An environmentalhealh offcer or AHPRA eigible nurse with an nferestn pubi heath?

= Do you enjoy teamwork as well as taking initiative?
Do you enjoy working n a fast paced, responsive environment?

Title Fuble Fealth OFfcer 50 posiions avalabie]
Classification VPSS

“Team, unit “Gperatons Team

‘Branchiarcalregion Case, Contact and Oubreak Management Branch
Division ‘Covie-19 Public Health Division

“Work location 50 Lonsdale Strest, Melboums, VIC 3000
Position number DHASIRHPEMIO0S7 5208

Fullime, Fixed Term contract o 3171272020 (76 hours per gt
Part fme appiican's with appropriate experience will be considerd.
Sy e Value rangs 175 85276- 5 98 758 plus superannuation

Team Lader, Case Contact 8 Oubreak Management

“Operational Lead, Case, Contact & Oubreak Management

Alex Ferguson on phone: 0427 536 801

‘Widnight, 10 Juy 2020

Employment type.

Position reports to

Further information

Closing date

Fubi Heatn Offcer 2018

OFFICIAL





image8.png
Organisational environment

“The department develops and delivers polices, programs and senices that support and enhance the welbbeing of
all Victrians. We take a broad view of e causes of il healt, e diivers of good hialh,the socal and economic:
context in which pecple e, and of the Incidence and experience of vulnerabilty.

We are building an inclusive workplace that embraces diversiy and difisence. Al obs can be worked flexibly and
‘we actvely encourage job applications from Aborginal peopie, peopl fing with disabity, LGBTI and people from
Varied cultral backgrounds.

“The department is committed to he safety f s chenis. The depariment akes a z2ro tolerance appmach fo abuse,
incuding chid abuse and abuse of people wih disabilty.

Departmental employees are required to comply with a legal requirements incucing the Chil Safe Standards to
Keep children safe from ham and abuse.

“The department has a zem tolerance towards violence withn the workplace and recognises th rights of llsaff to
be free from viclence and gender- elated discrminaton.

ouratues

‘Our vision s o support and enhance the wellbeing of allVictorians. We aspirs o be an orgarisation where.
‘everyone is commited to achiesing our vision and demonsirates our values n alltat ey do.

« we are respectiu

« We have ntegrity

* We colaborate.

* We care for people, famifes and commurities

* We are accountable

* We are inmovative

Division

Covid-19 Public Health Division

‘The COVID-19 Public Health Division manages the response o public heath risks associated vith COVID-19. This
includes the provision of public health advice fo Govemment and ofher govemment agencies, aversight ofinfection
prevenion and control activies, case contact and outbreak management support advice around physical dstancing
‘and other health directions and the proviion of publicinfornaton and data nteligence

Branch

Case Contact and Outbreak Management Branch

“This Branch has responsibilty for the support and case and contact managemen of people who have tested positive.
t0 Covie-19. The Branch also has responsiviiy or policy and protocol reviews and the scalabilty of case and contact
‘operations a5 required. In additon, the Branch has oversight and responsibilty for outbreak management responses.
‘and preparedness actuites.
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Purpose and accountability

Purpose
‘T positin utlises skils and experience in elation to he investigation, management and contolof COVID-19.
e positon provides technical suppor, adice and proessional guidance on public healf ssucs and projects
memibers Case, Contact & Oubreak management eams as well as membersof the pubc. The ol contibutes o
e Gevelopment and implementaton of perasonalprofocls, management uideines and Faning resources
collcagues and extemal stakehalders on the fesponse fo COVID-1S

Accountabilities

‘Operating at value range 1, you wi

1. Underiake disease notfication ollow-up, mainy trough telephane inferviews, which incudes undertaking
investigations, ensuring the implementation of public health acton according o protocols and making
recommendations for furher acton.

2. Consistently apply commuricable disease prevention and control polcy, protocols and program guidelines.
through fiaison and negotation with health professionals, health service organisations, communiy Groups,
industy, local govemment, regional offces and the pubic.

3. Ensure accurate and timely recording of communicable diseases data info PHESS and ofher data hubs (o
support surveilance and contrl objectves.

4. Provide advice on communicabie disease matiers to management within the epariment,regions, local
govermment, extemal agencies and members ofthe pubic

5. Develop and implement appropriate prevention and contrl acivities to key stakeholders and members of the
publc.

6. Prepae, review and present witten and verbal eports, including preparation of brifing material for srior
management n relafion to communicable isease notfications and investgations.

7. Actively contrbute o broader communicable dissase prevention and control strategies including buiding and
maintaiing relationships with key ntemal and extemal stakeholders

5. This role may require reguiar or ad hoc paricipation n a stand-by roster_ Stand-by is a mechanism whereby
empioyees are rostered to be avaiable outside ter rdinary hours of duty 0 attend to rgent or emergency.
work requirements.

8. Keep accurate and complete records of your work actities n accordance with legisative requirements and
the Gepartments records, information securty and privacy policies and requirements.

10, Take reasonabie care for your own heaith and safety and for hiatof thers inthe workpace by working in
accordance with legisiative requirements and the departments occupatonal health and saisty (OHS) polcies:
and procedures

1. Demonstrate how the acons and outcomes of this ol and wark urit impact dlients and the depariments
abilty o deliver, or facitate e delivery of, efectve support and services

Selection criteria

Knowledge and skills

12, Problem soling: seeks all rlevant informaton for poblem solving; investgates and probes for the facts;
Iiises with stakeholders; analyses issues from difierent perspectives and draws sound Inferences from.
information available; dentifes and proposes workable soluions to problems.
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13. Verbal commanication: confdertly conveys deas and infomation in a clear and interesting way; understands.
and meets the needs oftarget audiences (the rght information o the ight peopie); welcomes constructive
feedback; sees hings flom other's points of view and confims understanding

14 Interperscnal sklls: sees tings from other's point ofview and confims understanding; expresses own views in
a constructive and diplomatec way, eflecs on how own emotions impact on ofhers.

15. Selfmanagement: pians and proritses work i ensure outcomes are achieved, resists the temptaton to react
immediately without aking tme to think ings thiough, uses strengths 1o contribute constructively and
consciously manages the impact of own weaknesses, anticipates own reactions to situations and prepares.
accordngy.

Personal qualities

16. Detal focus: observes fine detals; dentifs gaps in fomaton;looks for logical ssquences of mformaton;
highlights practica considerations o plans and actiities.

17. Flexibiity: adaptatie; open to new ideas; accepts changed pririies without undu discomfort, recognises the:
meris of difierent optons and acts accordngly.

18. Initatve and Accountabity: proactive and sef staring; seizes opportunites and acts upon e takes
responsbilty for own actions

18, Teamwork: cooperates and works vl wih cthersin pursuitof team goas, cllaborates and shares.

information, shows consideration, concem and respect fo others feeings and ideas, accommodates and
‘works well with the diferent working styes of others, encourages resoluton of confict witin the group.

Safety Screening

« Al applicants are subject 0 a National Polce History Check.

« Appicants who have lived overseas for 12 months orlonger during the past 10 years are required © provide the
resulls ofan intemational polie check. Applcants should contact th relevant overseas poice force to obian
i and submit as part of their application. Detais of overseas police agencies are avaiable on the Deparment
of Immigration websit L= 2.7 and can be searched for under the phrase, ‘penal clearance.
certficat.

Qualifications

A tertiary degree in health science, nursing, medicine or related public health field. A post graduate qualffcation in
public health, environmental science or public poicy would be desirabl.

Specialist expertise
« Eiigvityfo regstration with the Australin Health Practioner Reguiation Agency (AHPRA)
or
« Eiigivity for membership o the Environmental Health Professionals of Austalia (EHPA)
AND
+ Knowiedge and experience n public heath heory and practc. At an operationl kel s may nchice:
~ Epidemiology and surveilance
— Buiding an evidence base.
~ Discase management
~ Developing interventions
~ Undertaking investgations
~ Key stakeholder identifcation and management
~ Education and prevenon actiies
~ Developing and implemening policy and
~ Understanding legalieglatve requirements particularly within the Victoran contert.
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Conditions and benefits

People who work for the department must comply with the Code of Conduct for Victorian Public Sector
12015 and agree to work according fo our values of qualy, colaborative relationships, respansibilty, cient focus,

professional integrty and respect.

Employess of e Department of Health & Human Services can enjoy @ range of generous Victorian Government.
‘employment beneiis. These include attracive salaries, flxible leave arangemenis and training and development
‘opportuniie. Please see WL.CATRET Yc 00U REDE ia=canditins.

‘The department promotes diversity and equal opportunity in employment Ifyou are an Aboriginal or Torres Strait
Islander applicart, o ifyou have  isabilty, and require adice and support with the recruitment process, please
contact our Diversiy Unit on D mitdnelusion@shis Yn e 2

How and where to apply

+ The Department of Heaith & Human Services prefers job appications submitied siectronically o best manage.
‘administrative and environmental esources. f you are unable 1 apply onine, please folow the insiructons.
below to submit a paper copy.

* Online —existing staf:click through to the job opportunites page fom the department's nfranet homepage.

+ Online - extemal appicants: vist the ob search page at e the depa
srSanRaloNAIERSIRSRALh

+ Paper copy — all appicants: complete a Hard Copy Application for Employment form availabie via the ks
‘above or the contact for furterinformation noted on page 1 of tis document. Paper applications shouid quote:
the job reference number on the outside of the envelope and be posted fo: HR Business Services Officer,
Department of Health & Human Services, 16/50 Lonsdale Strest, Melboume, VIC 3000

+ Ifyouare unable t appy oniine or having dificulties accessing the information online, piease phone
Manager — Investigation and Response Communicable Disease Prevention & Contol, Health Protecton
Branch Tet: (03) 2096 0193, for assistance.

Other relevant information

For other important information about the recruiment process, please read the deparment's Infortion for
applcnts page st LT, Q01 AR e AL A ARl
o request a copy from the contactfor furher inormaton isted under fhe ‘Position
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