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Executive Officer - Projects Research & Policy
Primary Purpose of the Role
The Executive Officer - Projects Research & Policy role provides senior-level support to the organisation and CEO across contract management, project management, research, strategic plan implementation, governance-aligned reporting and organisational follow-through.
The role is responsible for working across CELA to transform CEO and strategic priorities into structured action. It will keep contracts, projects, risks, dashboards, reporting requirements and delegated CEO activities moving in a fast-paced environment. The role works collaboratively within the high performing, agile and fast paced CELA team, responsive to external environmental factors.
Principal Accountabilities
The role has six main areas of responsibility:
1. Contract management and contract administration
Manage and report on contracts and grants
Support the development of grant and funding applications as needed
2. Project management and strategic plan implementation
Manage projects to deliver on time, on budget and meeting scope
3. Research, briefings and decision support
Undertake research to support advocacy work and decision making
Prepare briefings to support advocacy work and decision making
Prepare recommendations on key projects to support the CEO
4. Governance-aligned dashboards, reporting and process development
Ensure that key data is identified in advance and  tracked to enable accurate and timely reporting
Develop dashboards and reporting as needed
Develop systems and processes to support the organisation 
5. Internal and external liaison on behalf of the CEO
Take on delegated responsibilities to liaise with stakeholders on behalf of the CEO
6. Delegated action on behalf of the CEO, within approved authority
Take on delegated responsibilities on behalf of the CEO

This position description is intended to be indicative of the responsibilities. Additional responsibilities may be allocated based on the skills and experience of the individual and needs of the organisation. The CELA team is highly flexible in a constantly changing environment.
Key performance areas
	1
	Organisation and efficiency
	Use and improve current business processes and platforms to ensure productivity and efficiency
Demonstrate timely responses to member enquiries 
Maintain accurate and current record keeping

	2
	Improvement orientated
	Continuous improvement focused with skills in deep listening and curiosity, ensuring that the improvements are fit for CELA, aligned with strategy and build capabilities
Follow environmental and sector trends, identify opportunities, operationalise these and communicate effectively 
Identify improvement in systems which optimise CELA’s efficiency and effectiveness  

	3
	Written Communication
	Express ideas clearly and concisely in writing, using professional and correct spelling, punctuation and grammar
Tailor written communications to effectively reach an audience
Use graphics and other aids to clarify complex or technical information
Use an appropriate business writing style
Use a high standard of attention to detail

	4
	Oral Communication
	Well-developed oral communication skills
Ability to collaborate with others to achieve agreed results and outcomes
The ability to liaise and deal with the early childhood sector to assist the development / progress of learning and development needs
Ability to liaise effectively and professionally with external organisations
Able to express self clearly in conversations and interactions with others
Tailor the content of speech to the level and experience of the audience
Summarise /paraphrase understanding of what others have said to verify understanding and prevent miscommunication

	5
	Learning Agility
	The willingness and ability to learn from experience and the ability to apply what is learned for effective performance in new or unfamiliar conditions
Adapts to and develops proficiency is using common project management programs such as Trello, Click Up, CRM, Excel and 365
Champion a culture of continuous learning and curiosity, using feedback to improve service delivery

	6
	Self-Awareness
	Displays an understanding of own strengths and weaknesses, seeks and accepts feedback
Demonstrates a desire for self-improvement
Proactively seek and act on feedback
Approach the work with a beginners mind and curiosity
Works to develop and continually build trusting relationships with others

	7
	Mental Agility
	Demonstrates the ability to embrace and be comfortable with complexity and ambiguity
Looks at situations and problems in unique and non-linear ways and from a wide variety of perspectives
Responsive to opportunities; operationalise strategic shifts quickly when the environment changes

	8
	People Agility
	Displays an open-minded attitude and enjoys interacting with a diverse range of people – including diversity of cultures, backgrounds, ideas, thoughts and perspectives
Adaptability – demonstrates a comfort with change and new ways of doing things
Across other team members operating styles (disc profile) and has a developed understanding of how to best work together

	9
	Results Oriented
	Thrives in challenging situations, and through resourcefulness and perseverance, delivers results with high level attention to detail
Values being a reliable source of information for internal stakeholders,  members and clients and always invests the time in providing an accurate response to questions
Consistently delivers work on time, accurately and with deep analytical skill



Qualifications and Experience
· Bachelor’s or higher degree in Public Policy or other relevant field of study
· Experience working in high compliance sectors
· Experience working with diverse stakeholders and navigating complex environments  
· Experience translating strategy into operational actions
· Experience in a fast-paced environment, responsive to outside environmental factors
· Project management experience 
· Contract management experience
· Experience undertaking research and analysis
Skills 
· High level stakeholder engagement skills
· Demonstrated high level of interpersonal and communication skills
· The ability to constructively engage and interact with a broad range of stakeholders.  
· Ability to maintain composure and balance workload 
· Ability to manage conflicting priorities 
· Ability to effectively handle complex situations.  
· High level negotiation and influence skills
· Work collaboratively within a high performing and fast paced team environment.
· Work independently, having established trust and confidence 
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