INSTITUTE OF
PUBLIC ADMINISTRATION
AUSTRALIA

JOB DESCRIPTION VICTORIA
Title of role: Lead, Capability Partnerships Incumbent:
Team: Program Delivery Employment type: Full time, ongoing

Organisational overview

IPAA Victoria (IPAA) is the peak professional association for the public purpose sector including the Victorian Public Service, the
Australian Public Service based in Victoria, local governments, universities and the not-for-profit sector. The public purpose sector has
played, and will continue to play, a critical role in delivering for Victorian communities. IPAA Victoria supports this work by providing
platforms for professionals and organisations to connect, network, collaborate, learn and problem solve.

IPAA Victoria employees engage with and work across the public purpose sector, building relationships with a diverse range of
members and stakeholders to co-design programs, content pieces, and events that meet the needs of the sector.

We build capability through our market-leading professional development programs and events. We provide thought leadership
through accessing our extensive network of experts and leading thinkers to explore current and complex issues being faced by the
sector. We connect people through our communities of practice, leader networks, mentoring programs and other forums. We
recognise and celebrate excellence across the sector through leadership and fellowship awards.

We pride ourselves on continuing to play a central role in supporting the public purpose sector in the important work that it delivers.

Role Purpose

The Lead, Capability Partnerships is a senior customer-facing portfolio role responsible for growing, shaping and delivering a
commercially sustainable portfolio of public professional development and in-house capability solutions for the public purpose sector.

The role partners with organisational members and sector stakeholders to understand capability needs, convert opportunities into
scoped solutions, and manage delivery through facilitators, subject matter experts and specialist delivery partners.

The role owns portfolio performance, pipeline activity, program quality and stakeholder relationships. It does not have direct people
management accountability, and is not expected to independently author detailed learning design content; rather, it briefs,
coordinates and quality-assures content development with appropriate subject matter expertise.

Reporting relationships

This role reports to Executive Director, Program Delivery

Roles / functions reporting to this role Nil

Key working relationships / interactions

Who What/how

e  Partner to identify organisational member needs, strengthen account relationships and

Member engagement team - L
develop targeted capability opportunities.

Marketing & Communications e Collaborate on campaign planning, portfolio positioning, program messaging and
team demand generation.

e  Lead consultative engagement, needs analysis, scoping, proposal development and

Organisational members . . - .
& delivery of tailored capability solutions.

Facilitators and subject e Identify, brief, engage and manage delivery partners to ensure quality, relevance and fit-
matter experts for-purpose delivery.

Capability Partnerships e Work collaboratively to enable effective scheduling, systems, reporting, participant
Coordinator communications and delivery administration.

e  Collaborate with other Leads to share market insights, manage portfolio dependencies,

Program Delivery Team . . . Lo
improve practice and contribute to team priorities.

e  Support pricing, contracting, invoicing, purchase orders, margin tracking and budget

Finance and Operations . .
reporting as required.
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Responsibilities

Key Responsibilities

Accountability / Activity

Performance Indicator

Portfolio performance

Own an allocated portfolio of subject areas across public
programs and in-house capability solutions.

Maintain a clear view of portfolio pipeline, demand,
pricing, commercial viability and contribution to
organisational targets.

Identify opportunities to refresh, retire, adapt or grow
offerings in response to organisational member needs,
sector priorities, competitor activity and emerging
capability needs.

Manage pricing, costs, margins, budgets, revenue,
resourcing implications and supplier arrangements
within agreed delegations.

Contribute to IPAA Victoria's broader sector leadership
through contemporary, relevant capability offerings.

Portfolio revenue and margin
outcomes are tracked and achieved.
Pipeline is current, actionable and
actively progressed.

Portfolio decisions are evidence-
based and within delegation.
Portfolio offerings remain relevant,
differentiated and commercially
viable.

Margins and costs are actively
managed.

New and refreshed offerings
respond to demonstrated need.
Internal stakeholders are informed
of relevant trends and opportunities.

Organisational and

Lead consultative conversations with organisational
members and partners to understand capability needs
and identify opportunities.

Translate capability needs into practical scopes,
proposals and delivery plans.

Repeat engagement and growth in
custom opportunities are achieved.
Clear proposals and agreed scopes
are developed.

Stakeholder feedback indicates a

and administration

approaches without being the sole learning content
designer.

Prepare commercially sound proposals, tender
responses and recommendations.

Prepare and manage facilitator and third-party service
agreements, secure required approvals and complete
associated financial administration.

individual members e  Build trusted relationships while managing expectations, professional, responsive and value-
scope, risk and commercial outcomes. adding partnership.

e  Maintain a responsive, professional and value-adding Internal and external customer
experience for organisational members, partners and feedback supports service and
individual participants. program improvement.

e  Facilitate and support the shaping of learning outcomes, . . .

. . Solutions align with customer
audience needs, delivery formats and success measures
] . . . outcomes and IPAA standards.
with clients, facilitators and subject matter experts. . )
. . . . Program materials and delivery
e  Brief and coordinate facilitators, subject matter experts .
o . . plans are complete and quality-
and specialist delivery partners to develop fit-for- assured
ured.
purpose content and materials.
. . . . Proposals, tender responses and
Program development e Quality-assure program design, materials and delivery

recommendations are clear,
commercially sound and completed
as required.

Agreements are in place before
delivery and within delegation.
Financial administration is timely
and accurate.
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Key Responsibilities

Accountability / Activity

Performance Indicator

Program delivery

Oversee delivery across portfolio programs, ensuring
commitments are met and issues are escalated early.
Partner with the Capability Partnerships Coordinator to
ensure logistics, communications, systems and the
participant experience are well managed.

Monitor facilitator performance and intervene where
quality, conduct, scope or delivery risks arise.

Participant experience and facilitator
performance meet expectations.
In-person delivery arrangements are
confirmed, compliant and fit for
purpose.

Evaluation and reporting

Use market insight, member feedback and evaluation
evidence to inform portfolio planning, program refresh
and new opportunity development.

Own the end-to-end participant feedback and
evaluation process, including design, collection, analysis
and reporting.

Produce decision-ready program and portfolio
performance reporting for the Leadership Team and
Board, maintaining consistent reporting standards and
benchmarking across L&D.

Participant and client feedback, and
evaluation insights, inform
continued delivery, program
improvement and delivery decisions.
Leadership Team and Board
reporting is accurate, timely,
consistent, comparable and
decision-ready.

Systems, data and
platform administration

Undertake learning management system administration,
including course and program builds, user profiles and
participant access.

Monitor data transfer and integrity between the LMS
and CRM and undertake ongoing data quality assurance.
Resolve participant access issues promptly and escalate
unresolved issues to the LMS owner.

LMS and CRM data are accurate,
current and reliable.

Programs are built and configured
accurately and on time.
Participant access issues are
resolved promptly.

Unresolved issues are escalated to
the LMS owner.

Collaboration, teamwork
and continuous
improvement

Collaborate across portfolios to share market insights,
templates and practices, manage dependencies and
improve consistency, quality and customer experience.
Contribute to organisational improvement programs as
directed, including business process and CRM
improvement work, system testing and platform
transition activity.

Develop and maintain clear, concise business process
documentation within role accountability.

Actively contribute to innovation and quality
improvement across IPAA Victoria.

Maintain current knowledge of relevant IPAA policies,
procedures, guidelines and work methods.

Complete all mandatory and scheduled training as
requested.

Contribute to the onboarding and induction experience
of new starters at IPAA Victoria.

Undertake any other reasonable tasks as directed by the
Executive Director, Program Delivery.

Agreed contributions to
organisational improvement
programs are delivered to schedule.
Shared practices and regular review
of work processes and outcomes
improve consistency and quality.
Collaborative relationships are
strong, and internal feedback
reflects constructive collaboration.
Compliance with relevant legislation,
regulations, IPAA policies and
operating standards is maintained.
Mandatory and scheduled training
and development are up to date.
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Key Responsibilities

Accountability / Activity

Performance Indicator

As an employee:

Workplace safety and
wellbeing

e Take care of your own health, safety and wellbeing and
that of any other person who may be affected by your
actions or omissions in the workplace

e  Understand responsibilities and accountabilities of
yourself and others in accordance with safety legislation
and IPAA policies

e  Promote an open and active safety management and
wellbeing culture

. Maintain a safe working environment within your area
of responsibility.

e  |PAA values and behaviours
modelled at all times

e  Safe work practices role modelled at
all times

e  Active support and promotion of
safety and wellbeing

e Incidents, accidents and hazards
reported as soon as possible.

Stakeholder Engagement
e  Building Strong Relationships
e  Enhanced Communication
e Informed Decision-Making
e Increased Support and Buy-In

Influencing
e  Effective Leadership:
®  Persuasive Communication
e  Conflict Resolution
e  Career Advancement

Analysing and Presenting Data
e Informed Decision-Making:
e [dentifying Trends and Patterns:
e  (Clear Communication
. Performance Measurement:
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Person specification [selection criteria]

Qualifications, certifications, professional registration, licences required for role:

e Certificate IV in Business Administration or equivalent discipline; or substantial equivalent experience

e  Certificate IV In Training and Assessment, desirable

e  Relevant experience in professional development services, account management, stakeholder engagement, project delivery or
related client-facing environments will be highly regarded.

e Professional membership or continuing professional development in relevant fields is desirable but not required.

Knowledge and experience

e  Demonstrated experience delivering, growing or managing professional development services, advisory, capability or customer-
facing service portfolios.

. Experience operating in a consultative, client-facing environment with organisational customers.

e  Ability to shape proposals, scopes and delivery plans from identified customer needs and identified market insights.

e  Experience managing program or portfolio performance, including pricing, budget, margin, quality and outcomes.

e  Experience engaging facilitators, suppliers, SMEs or delivery partners to deliver quality outcomes.

. Demonstrated experience in service evaluation, continuous improvement and reporting.

e Understanding of the Victorian public purpose sector is desirable.

Skills

e  Strong commercial acumen, including pipeline, pricing, margin and portfolio performance management.
e Highly developed stakeholder engagement, relationship management and influencing skills.

o Excellent written and verbal communication skills, including proposal and presentation development.

e  Strong program, portfolio and project management capability.

e Analytical thinking, sound judgement and problem-solving skills.

e  Confident use of Microsoft 365, CRM and reporting systems.

Personal qualities and attributes

e  Outcome-focused and accountable for delivery and performance.

e Commercially aware with a focus on value creation for both customers and IPAA.

e Professional, collegiate and consultative in approach.

e  Collaborative and team-oriented, with a willingness to share practice and support others.
e  Adaptable, resilient and comfortable working in a dynamic environment.

e  Committed to continuous improvement, learning and IPAA values.

Employment at IPAA

Prior to commencement of employment with IPAA, candidates must provide assurance and evidence of:

e  Proof that they are an Australian citizen or permanent resident, or a New Zealand citizen, or hold a valid visa with permission to
work in Australia

e  Satisfactory National Police Check (NPC) and/or Working with Children check, as required for the role

e (Qualifications, certifications, professional registration, and/or licences required for the role.

The verification process will be completed during recruitment and prior to offer.
All IPAA employees are required to work in accordance with legislation and regulations including but not limited to:

e Occupational Health and Safety Act 2004 (Victoria)

e  Anti-Discrimination and Human Rights Legislation Amendment (Respect at Work) Act 2022 (Cth)

e  Equal Opportunity Act 2010 (VIC) including prevention of bullying, discrimination, harassment and intimidation

e  Fair Work Act (2009) and the National Employment Standards

e  Relevant Awards

e |IPAA Values, Code of Conduct and other IPAA policies and procedures which may be amended from time to time.

Other:

e  Some out of hours work may be required
e  Role may be required to work at various member/partner worksites for events and professional development program delivery.
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Incumbent Statement

| accept this Job Description (JD) and understand that the JD is subject to review and may change in accordance with IPAA’s operational and
member requirements. Changes to the JD will be consistent with the purpose for which the role was established.

Incumbent
/]
(Name) (Signature) (Date)
Chief Executive Officer / /
(Name) (Signature) (Date)

[or DocuSign record for both signatures]
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