
MoAD EL1 – Manager, People & Strategy 

APPLICATION PACK 

Reference No: 34007 

Title: Manager People & Strategy 

Classification: Executive Level 1 

Employment Type: Ongoing 

Hours per week: 37hours 30minutes (Full-time) 

Salary: $99,843 - $112,864 

Section: People, Strategy & Partnerships 

Team: People & Strategy 

Security Requirements: Baseline Security Clearance 

Supervisor: Section Head – People, Strategy & Partnerships 

Open Date: 20 January 2023 

Closing Date: 5 February 2023 (11:59pm) 

Contact Officer: Edwina Jans on 02 6270 8234 

Diversity and Inclusion 
The Museum of Australian Democracy (MoAD) prides itself on promoting diversity and inclusion within 
the organisation, and as such encourages applications from the diverse Australian community. This 
includes Aboriginal and Torres Strait Islander people, people that identify as having a disability, people 
of all ages, people that identify as belonging to the LGBTIQ+ community and those from culturally and 
linguistically diverse backgrounds. 

To assist in the application process, we accommodate requests of reasonable adjustment for people 
with disabilities. If you have an individual requirement that needs to be accommodated in order to 
participate in an interview, please indicate this on your application cover sheet or advise the contact 
officer. 

Museum of Australian Democracy (MoAD) 
Housed in one of Australia’s most prominent national heritage listed buildings, the Museum of 
Australian Democracy at Old Parliament House was the first museum in Australia dedicated to telling 
the story of the journey of our democracy. It seeks to provide a range of innovative exhibitions, tours, 
interpretation, education programs and public activities that will inspire and challenge visitors to 
explore democracy from its ancient roots to the present day and possible futures. 
MoAD is able to offer Flexible Working Arrangements to reward and retain high performing 
employees through salary and flexible working conditions. 
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About the People & Strategy Team 
The People & Strategy team delivers a range of corporate services, including Human 
Resources, Governance and business planning, Ministerial, OPH Board Secretariat, Audit and 
Executive Support. The People and Strategy team supports MoAD’s strategic objectives and 
organisational success through the design and delivery of HR strategies and initiatives and 
business and governance activities. 

The team also provides high-level support and advice to the Executive Management Group, 
administrative services for Board and Audit meetings, as well as developing and implementing 
systems, guidelines, and key processes to ensure accountability and performance requirements 
are met.  

This small, bespoke team thrives on an inclusive and supportive culture. We enjoy a 
collaborative working environment, where each team member has the opportunity to grow their 
skills and contribute towards organisational objectives by providing vital enabling services.  

This inclusivity, combined with our team members’ diverse skill sets, professional backgrounds 
and life experiences, has helped build us a reputation as a high performing, professional, 
problem solving, fun and friendly team. As a senior member of the team in a small agency, you 
will be given the opportunity to contribute your expertise to practices, policies and processes 
that will positively shape the culture and future of MoAD. 

Position Details 
This position is responsible for the operational management of the human resource, planning and 
governance services across the agency. The position requires a thorough understanding of 
human resource management and familiarity of planning and governance practices in the 
Australian Government environment, which enforces the capability to apply this within the agency. 

The successful applicant will be rewarded with a diverse range of tasks, which supports our 
executive team as well as the MoAD staff. Through managing the OPH Board, organisational 
governance or sitting on our Audit, WHS, Workplace Consultative Committee (WCC), the 
successful applicant will gain a deep understanding of how governance in the Public Service 
drives an APS organisation. 

The position leads a small, but driven team who deliver human resource, planning and 
governance activities. The team is committed to providing excellent, client focused services to 
our staff. The successful applicant must demonstrate strong leadership, coordination, liaison and 
relationship management skills. They will also need to demonstrate high analytical capacity and 
sound judgment, including ability to generate innovative solutions and present this to the agency’s 
executive management group. 
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Duties 
1. Manage activities relevant to the agency’s Human Resource Management obligations including: 

• Recruitment 
• Workforce Planning 
• Workplace Relations  
• Workplace Culture 
• External and Internal Reporting 
• Performance Management  
• Case Management 
• Learning and Development 
• Health and Wellbeing. 

 
2. Manage activities relevant to the agency’s Corporate Governance obligations including: 

• Business Continuity  
• Internal Audit 
• Certificate of Compliance  
• Business and strategic planning  
• Key Performance indicator development and reporting 
• Privacy 
• Agency and APS wide reporting 
• Public Interest Disclosure. 

 
 

3. Undertake and manage the preparation of internal and external briefing and correspondence, 
including Ministerial briefing and correspondence, Estimates briefing, other documentation for 
senior management and manage any follow-up actions. 

 
4. Management and oversight of the provision of secretariat services to the agency’s Board and other 

bodies as appropriate. 
 
5. Contract management of third-party providers for Payroll, Records Management and Audit 

Services.
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Skills & Key Attributes 
To be successful for this role you will need to demonstrate: 

• Extensive experience in the delivery of human resource functions 

• Understanding of planning and governance requirements and practices in the Australian Public 
Service 

• High level leadership and interpersonal skills 

• Extensive experience in policy development and implementation 

• Extensive experience in workplace relations, including complex case management and 
negotiation of enterprise agreements 

• Capacity to effectively manage multiple 

• Familiarity of Corporate Governance duties 

• Understanding of business administration 
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Eligibility 
Employment with the Museum of Australian Democracy is subject to the following conditions: 

• Citizenship – Applicants must be an Australian Citizen. 

• Security Clearance – The successful applicant will be required to undergo and maintain a 
security clearance at the baseline level. 

Your Application 
• Provide a concise statement of no more than two pages. 

• There is no selection criteria that needs to be addressed, however when framing your 

response, please ensure you adequately address the key attributes against the 

position duties with demonstrated examples of your relevant skills and experience. 

Submission 
• Please submit applications by the closing date and time electronically to 

recruitment@moadoph.gov.au 
 

• Your application will be automatically acknowledged. If you do not receive an 
automated receipt, please contact the Recruitment Officer on: 02 6270 8118 
 

• Applications received after closing will not be accepted unless prior arrangement has 
been made with the contact officer. 

Employment Agreement 
All terms and conditions for employment at MoAD can be found in our Enterprise Agreement. 

 

 

mailto:recruitment@moadoph.gov.au
https://moad-web.s3.amazonaws.com/heracles-production/585/8e8/6b0/5858e86b093ada2fa6dfc3d0c78431c287f71b282af5e88421ae31ceb2e2/enterprise-agreement-2017-2020.pdf
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