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Job Code: JRP0170
Role Purpose
The role holder works closely with senior leaders and cross-functional teams, to impliment and embed new initiatives and improvments to operational planning. 
The role holder is outcome-focused, aiming to enhance collaboration, streamline business processes, and support the delivery of targets through effective communication and stakeholder engagement.
The role consistently demonstrates and embeds the values and behaviours in daily work, contributing to a positive and inclusive culture.
Responsibilities
· Provide support in delivering team priorities and modelling collaborative behaviours.
· Assist in developing and maintaining a flexible business plan, including tracking, reporting, and forecasting activities.
· Contribute to onboarding, induction, and learning activities to support team development and capability building.
· Provide operational support to resolve issues and ensure smooth delivery of business priorities.
· Use reporting tools to analyse MI and identify opportunities to close capability gaps.
· Support senior leaders with high-quality analysis and reporting to inform delivery.
· Maintain effective communication channels to share progress, celebrate successes, and engage stakeholders.
· Build strong relationships across the Agency to support cross-functional planning and business management.
· Prepare presentations, briefing materials, and commentary to support strategic communications.
· Work flexibly with the relevant internal partners to support a range of activities
Additional information
Qualifications, knowledge and experience
· Degree or equivalent experience in a relevant field such as business, finance, or public administration.
· Experience in supporting business planning, reporting, and performance tracking.
· Knowledge of organisational governance and business management frameworks.
· Experience in coordinating learning and development activities and recruitment processes.
· Familiarity with stakeholder engagement and cross-functional collaboration.
· High attention to detail and commitment to delivering high-quality service.
· Adaptability to change and willingness to embrace new ways of working.
Job Function / Family
Business Mgmt and Support Services 
Role Classification
Job Level 
Level 13 
Values and behaviour framework 
All colleagues 
Core behaviours that everyone within the organisation should aspire to achieve. 
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