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	POSITION:
	Projects & Compliance Coordinator


	REPORTS TO:
	Head of Asset Maintenance 

	DIRECT REPORTS:
	Nil 

	


CONTACTS:
	Internal:
· All Employees
· Park Managers
· WHS Manager
· Regional Managers
· Executive Manager - Property Development & Planning
	External:
· Local Councils
· Crown Lands
· Local Aboriginal Land Councils
· Key Community Groups
· Consultants
· Contractors

	

PURPOSE:
	Coordinate the delivery of asset renewal projects, preventative maintenance programs, and compliance activities across Reflections’ Parks and Reserves, supporting the lifecycle management of buildings, infrastructure, services, and environmental assets to ensure safe, compliant, and sustainable operations

	














KEY RESPONSIBILITIES:
	Project Coordination
· Delivering upgrades to assets and infrastructure across our parks and reserves and managing various reactive minor works.
· Scoping of Asset upgrade project and tendering of works
· Participating in project design concept reviews
· Ensure project planning and delivery complies with statutory requirements and policies for work health and safety, environmental protection, development consents and approvals.
· Managing project close out reports including budget tracking and relevant documentation 
Asset Management:
· Coordinate and track the key preventative maintenance programs and costs.
· Report on Asset Management compliance across the organisation and escalate matters of non-compliance
· Provide support to the lifecycle management of assets and infrastructure through systems and procedures.
· Developing scope of works and procuring services for delivery across the portfolio.
· Assist in the implementation of a new asset management and maintenance software 
· Assist with delivering the key project deliverables identified within the Strategic Asset Management Plan (SAMP).

Compliance Coordination:
· Maintain and coordinate legislative and regulatory compliance to inspections through the establishment of key compliance programs.
· Ensure Parks have up to date Emergency Management Plans, Bushfire Management Plans, and Asbestos Management Plans.
· Facilitate the periodic review and delivery of Park’s Vegetation Management Plans and arborist tree safety programs.
· Coordinate the annual compliance programs inline with the organisations compliance calendar

	
	Key Stakeholder Relationships:
· Work closely with Park Managers to grow knowledge of asset compliance.
· Maintain open and proactive lines of communication during the planning, and delivery of projects.
· Consultation with key external stakeholders, contractors and consultants as required.
· Ability to communicate effectively and negotiate agreed outcomes with key stakeholders, consultants or contractors.
· Coordinate Project Control Group meetings as required for Asset & Compliance Programs.

	

QUALIFICATIONS:
	· A qualification (or substantial completion thereof), or relevant experience in Property, Asset Management, Project Management, or a related field.
· Current unrestricted drivers’ license and willingness to travel.

	

EXPERIENCE:
	· Coordination of multiple competing projects, within a geographically dispersed portfolio across Parks and Reserves. 
· Undertaking best practice project and/or asset management processes
· Contractor management experience in customer facing industries.
· Experience in compiling contracts for external work engagement 
· Extensive experience using property or asset management software 
· Coordinating and facilitating Project Control Groups (PCGs) including coordinating meetings, setting agendas, and managing meeting minutes distributed to the group.
· Scoping projects, including seeking fee proposals, reviewing quotations, engaging consultants / contractors, ensuring work is delivered on time, budget and quality.

	
KNOWLEDGE:
	· Best practice governance for managing and interacting with stakeholders, engaging, and managing consultants and contractors as required for government agencies.
· Ability to source, understand and interpret relevant regulations, legislation, and Australian standards.
· Proficiency to read, interpret and question consultant reports, plans, and advice.
· Advanced knowledge and use of computers, including the use of the Microsoft suite of programs (including Teams).

	




COMPETENCIES:
	· Experience with a mixed portfolio of assets including roads, footpaths, bridges, buildings, drainage, parks, recreation facilities, foreshore assets and waste facilities.
· Ability to plan, manage and coordinate multiple projects concurrently, including the evaluating technical matters and recommend solutions.
· Ability to monitor projects, anticipate problems and respond promptly and effectively to unforeseen circumstances.
· Strong stakeholder management.

	









CAPABILITY REQUIREMENTS:
	Business Leadership
· Thinks Systemically – Recognises the complex interrelationships among business activities and understands the "big picture" of how decisions impact NSWCHPLM overall, business units, outcomes or processes.
· Analyses Information – Analyses and understands quantitative and qualitative data, including financial data, industry data, people metrics and survey results.
· Planning and structure – Set up clear processes and structures for development of projects. Structures work by efficiently planning and coordinating activities, identifying critical paths to the completion of activities, and manage resources to accomplish objectives on time and within budget.
· Drives Results – Actively works towards the achievement of project visions and delivering the best outcomes for NSWCHPLM. Sets clear goals to work towards and creates plans to overcome obstacles as they arise.
People Leadership
· No direct people leadership responsibilities
Interpersonal Characteristics
· Collaborates – Willingly works with others across NSWCHPLM towards common goals, understands the responsibilities, activities and ways to develop business interrelationships.
· Influencing others – Effectively influences internal and external stakeholders, using data, logic and reasoning to drive the best outcomes for NSWCHPLM.
· Leverages Networks – Builds, maintains and leverages contacts both within and outside the organisation to gather critical information and influence key decisions.
· Impactful communication – Engages audiences in a compelling manner, clearly conveying points in group and one-on-one settings, and demonstrates a clear understanding of audience needs.

	VALUES:
	What this means for all employees

	Grow Together
	When we work as a team, everyone benefits.
We grow when our people, our places and communities are at their best – teamwork helps us all grow and learn.

	Say It, Do It
	We deliver on our promises – we are all as good as our word. We are solutions focused.
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	Make a Difference
	In partnership with others, we achieve better outcomes.
We believe everyone can make a difference in the lives of people, places, and our planet.

	Care Deeply
	We are genuine and demonstrate care for our customer, our communities, our people, and our world. We deliver to a high standard.

	









SELECTION CRITERIA
	Essential
· A qualification, or substantial completion in Asset Management Property, Project Management, or a related field. Otherwise, substantial relevant industry experience in related field.
· Experience coordinating multiple competing projects, within a diverse portfolio.
· Undertaking best practice project and/or asset management processes.
· Well-developed communication and negotiation skills.
· Well-developed team skills with the ability to participate within a team environment.
· Contractor management experience in customer facing industries.
· Ability to manage budgets, reconcile project costs, report on project spend, and manage project variations.
· Proficiency in reading, interpreting and questioning consultant reports, plans, and advice.
· Advanced knowledge and use of computers, including the use of the Microsoft suite of programs.
· NSW Driver’s License and willingness to travel 


Desirable
· Understanding of planning legislation and property development principles
· Sourcing, understanding, and interpreting relevant regulations, legislation, and Australian standards related to asset management, construction, planning, and property development.
· Experience facilitating asset management compliance programs.
· Commitment to and understanding of process improvement and sustainability principles.
· Coordinating and facilitating Project Control Groups (PCGs) including coordinating meetings, setting agendas, and managing meeting minutes to the group.
· Ability to use, understand and extract information from property mapping programs (SIX Maps, Near Maps), accounting systems, and HR systems.
· Demonstrated commitment to Work Health and Safety, Equal Employment Opportunity and Cultural Diversity principles
· Knowledge or experience managing property or projects under Crown Land 
· Tourism Industry experience 

	ACKNOWLEDGEMENT:
I acknowledge that I have read and understood the duties and responsibilities as listed in this position description and have been provided a copy for my reference.

	SIGN:
	

	DATE:
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