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1. INTRODUCTION
These guidelines and template have been designed for use by Agencies and Authorities in the recruitment of people into Senior Executive roles.

Statements of Duties have grown over time to include a range of information that is more general in nature, and in many cases has been included to provide agency-specific background information to attract potential applicants.

SoDs are an industrial document, and information that is not role-specific may have unintended consequences.  It is therefore recommended that more general information about your agency and/or working arrangements be presented in a separate ‘advice to applicants’.

The attached template has been prepared as a guide.  You may add or delete information as required to meet your agency needs.

In addition, SSMO has developed a webpage that provides a comprehensive background on the Senior Executive Service that may be of interest to potential applicants.  The template includes a link to this page.

2. HOW TO USE THIS GUIDE
The Guide and Agency/Authority Advice template will enable Statements of Duties to principally contain information about the role. All other information about the Tasmanian State Service and Agency specific information will be provided in the Agency/Authority Advice Information sheet. 
A number of different text styles have been used within the template, as follows:

· Text in blue italics is intended to provide a guide as to the kind of information that can be included. It should be deleted from the final document.

· Text in normal font is intended as examples.

· Text enclosed in <angle brackets> is intended to be replaced by whatever it is describing or Agency specific information.
3. CONTACT
SSMO is interested in your feedback, in particular how well the template suits your needs; and suggestions or edits for improvements. Please direct any feedback or questions to Viv Burgess at the State Service Management Office – email viv.burgess@dpac.tas.gov.au or phone 6232 7140. 


why work with us

Guidelines: here you can outline information specific to your Agency eg a brief outline of structure, purpose, vision, values and key principles of the organisation. This could include text and pictures as well as links to online information about the Agency. 

The <Agency/Authority has the following benefits and culture – insert text>

statement of values

Guidelines: here you can outline information about your agencies values and how they are embedded into the organisation. This could include text and pictures as well as links to online information about the Agency’s values. 

<sample text> Values identify what is important in terms of appropriate behaviours in the workplace and how we should interact with others in our everyday work. The <insert Agency/Authority> Values give us a shared understanding of the values that underpin how we work in delivering services to Tasmanians, promote collaboration and professionalism, guide us in achieving our best performance and set common expectations across the sector for all State Service Officers.
<Insert Agency/Authority statement about the organisations values>
work environment

Guidelines: here you can outline information about your agencies work environment, what Minister/s the agency reports to; what legislation and what the agency leads on in terms of service, products, practices, policies. This could include text and pictures as well as links to online information about the Agency’s work environment. 
<insert text>
workplace health and safety

Guidelines: here you can outline information about your agencies workplace health, safety and wellbeing policy, programs, initiatives. This could include text and pictures as well as links to online information about the Agency’s work environment. This may be optional and would apply if the role is an ‘Officer’ as defined in the Work Health and Safety Act 2012.

<sample text> The <Insert Agency> is committed to high standards of performance in respect to work health and safety in accordance with the Work Health and Safety Act 2012 and managing diversity and seeks to provide a healthy and safe workplace for all Officers and the Department has a ‘duty of care’ responsibility in this respect.

The <insert title of office> is defined as an “Officer” under the Work Health and Safety Act 2012, and is expected to exercise due diligence to ensure that the Department complies with its duties and obligations under the legislation. Officers are required to uphold and comply with the State Service Principles and Code of Conduct. <insert other text if relevant>

supporting performance management and development 
Guidelines: here you can outline information about your agencies performance management and development policy and procedures. You could cover both what they need to know as a new Officer and processes regarding staff reporting to them. For more information, please refer to Employment Direction No. 17. 
<Detail the performance management and development arrangements that apply to the Senior Executive Officer/ Equivalents in the Agency/Authority.>
All Senior Executive members are required to participate in performance management discussions.

The <insert Agency name> Performance Management Framework is designed to support the agency’s/authority’s business planning process and provide a clear link between the Senior Officer’s performance and development and the achievement of <insert name Agency/Authority’s> strategic direction.
<insert other text if relevant>

career development opportunities

Guidelines: here you can outline information about your agencies career development opportunities available to the Senior Officer. Agencies could outline expectations of their Senior Executives; about modelling behaviour, working collaboratively across Government and processes used to identify learning and development opportunities. There is an opportunity to also detail Agency information about career development; learning and development opportunities; mentoring; coaching etc. 
<insert text>

end of employment – terminating the contract
Guidelines: here you can outline information about the Service’s employment framework and conditions of employment in particular relating to terminating a contract.  

<insert text>
for more information

For more information about Senior Executives please go to the State Service Management Office website at http://www.dpac.tas.gov.au/divisions/ssmo
<insert Agency contact details>
‘Agency/Authority Advice’�to Applicants for Senior Executive vacancies
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