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Broadband selection recommendations  

Broadband selection recommendations are made by the manager/supervisor of the area. Eligible APS Level 
4 candidates are to be assessed against the APS Level 5 work level standard in a written report at (see 
Attachment N) to the delegate. 
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Attachment N 

 

 

Selection advisory committee report - Broadband Positions Only 
 
Delegate (Chief Operating Officer) 
 
 
Through: 
Senior Assistant Ombudsman 
 

 
Job Title: 
Classification: Australian Public Service Level 5 
Job Number: 
Location: 
Branch: 

 
The above job vacancy has been identified for filling by means of the Ombudsman’s APS 4/5 broadband 
process. 
 
 ………………………………. is a fully effective substantive APS 4 at the top pay point in the 
…………………………………. who is eligible for promotion to the APS 5 Level. 
 
I have assessed……………………….against the APS5 work level standards (copy at Appendix A) as follows: 
…………………………………………………………………………………………. 
…………………………………………………………………………………………. 
…………………………………………………………………………………………. 
…………………………………………………………………………………………. 
 
 
In conclusion................……… possess the characteristics and has demonstrated the level of knowledge, 
skills and attributes to be promoted to the APS Level 5 vacancy. 
 
Recommendation 
That you approve the promotion of ...............………. to the vacant job.  

 
 

Manager/Supervisor Name: _______________________________________________ 

___/___/___ 

Date 
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Approval 

Manager’s/Supervisor’s assessment, I understand that the recommendation has been made 
consistent with the merit selection requirements of the relevant employment legislation. 

I approve the recommendation. 

 

Delegate Name: ________________________________________________________ 

Signature: _____________________________________________________________ 

 

____/____/____ 

Date 
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 Appendix A 

APS LEVEL 5 

Staff at this level generally work under the broad supervision and guidance of staff at an APS 6 or EL1 
level. Staff undertake a broad range of job functions or roles in the office. As an APS Level 5 (APS 5), 
staff may have responsibility for on-the-job coaching or management of more junior staff. Staff may 
also be required to undertake specialist or technical research and analysis and provide professional and 
policy advice within an area of specialisation. The role may involve limited structured decision-making 
and longer-term planning, as well as liaison with other sections on policy issues. Staff may liaise with a 
range of both internal and external stakeholders. Staff may also be required to undertake procedural, 
clerical, administrative support or operational tasks. Staff will be responsible for delivering results in 
accordance with their work goals. Staff will demonstrate a high level of productivity, which will be 
assessed in the context of their role within the office. 
 
Staff will possess a sound level of capability. They will be able to demonstrate a sound understanding of 
the role and responsibilities of the office, as well as the legislative, regulatory and compliance 
frameworks[2] that inform its activities. All staff are expected to display behaviours consistent with the 
APS Values and Code of Conduct. 

Characteristics of the work: 

Generally, the work of an APS 5 is characterised by one or more of the following: 

 the ability to work as an effective team member;  

 the capacity to work under supervision and guidance from more senior staff;  

 the provision of specialist advice and administrative support that is informed and directed by 
sound knowledge in specific areas and that is supported by only limited supervision from other 
experts;  

 involvement in business planning and performance monitoring;  

 the management of roles and responsibilities that involve both routine and complex activities in 
relation to own work;  

 a sound knowledge of legislation, rules, regulations and procedures  

 specialist knowledge and technical expertise, including an understanding of relevant commercial 
contexts;  

 the capacity to work towards specific deadlines with a high level of precision, accuracy and 
attention to detail;  

 an ability to respond well and quickly to clients, with an emphasis on the ability to communicate 
effectively with staff and members of the public;  

 responsibility for planning and achieving own and team work goals;  

 the capacity to represent the immediate work area in a range of forums;  

 making contributions to changes in workplace practices and to business improvement strategies 
within an operational context;  

 application of accepted methodologies and approaches;  

 an ability for innovation within defined parameters including the ability to contribute to business 
opportunity identification; and  

 the ability to manage and organise work in the context of competing priorities.  

Primary responsibilities: 

Within an area of responsibility, the work of an APS 5 may comprise some or all of the following: 
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General 

 Conducting research and analysis on less complex matters  

 Assisting in contract management and administration  

 Liaising with areas across, and external to, the office 

 Providing administrative support where required  

 Participating in cross-office committees or focus groups  

 Managing day-to-day budget matters for work area including monitoring and reviewing 
expenditure and authorising payments  

 Preparing daily correspondence including emails and letters on routine and non-routine matters  

 Assisting and coaching less experienced staff 

Operational 

 Identifying and implementing systems improvement initiatives  

 Assisting with the establishment and implementation of new services and systems within the 
office  

 Contributing to the effective delivery and enhancement of ongoing services and systems that 
support the office’s core business 

Policy 

 Preparing reports, briefing papers, drafts of speeches and discussion papers for review by more 
senior staff  

 Providing technical advice in specific areas of policy  

 Assisting in the development of policy documents for review and publication 

Project and Program Management 

 Assisting in project management and coordination activities  

 Undertaking less complex specific projects under the direction of more senior staff  

 Providing advice and technical expertise in specific areas of project work  

 Organising events, including identifying themes and speakers, booking venues and other scoping 
and administrative tasks  

 Drafting information packages 

Required capabilities 

Supports strategic direction 

 Supports shared purpose and direction  

 Thinks strategically  

 Harnesses information and opportunities  

 Shows judgement, intelligence and common sense  

Achieves results 

 Identifies and uses resources wisely  

 Applies and builds professional expertise  

 Responds positively to change  

 Takes responsibility for managing work projects to achieve results 
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Supports productive working relationships 

 Shares learning and supports others 

Displays personal drive and integrity 

 Nurtures internal and external relationships  

 Listens to, understands and recognises the needs of others  

 Values individual differences and diversity  

 Demonstrates public service professionalism and probity  

 Engages with risk and shows personal courage  

 Commits to action  

 Promotes and adopts a positive and balanced approach to work  

 Communicates clearly  

 Listens, understands and adapts to audience  

 Demonstrates self-awareness and a commitment to personal development 

Communicates with influence 

 Negotiates confidently 
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