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	Position Title:
	Facilities Project and Tenancy Officer

	Division:
	Facilities & Assets

	Reporting To: 
	Facilities & Asset Manager

	Direct Reports:
	Nil 




ABOUT NORTHCOTT:

Who is Northcott?
Northcott is a not-for-profit disability service provider that works with customers to realise their potential.

As one of Australia’s largest not-for-profit disability service organisations, we provide services from metropolitan and regional locations throughout NSW, QLD, and the ACT. We have more than 90 years of experience and expertise in the disability service industry.

A registered NDIS provider, we employ approximately 2,600 staff and provide empowering, personalised services to over 13,500 people with disability, their families, and carers each year.

What do we do?
Northcott provides personalised and dynamic support, delivered by a committed team who will optimise and maximise support and services for every customer.

Our experience and expertise give confidence to our customers they are in good, trustworthy hands, while our commitment to innovation and pushing boundaries allows us to tackle any challenge currently creating barriers for our customers to reach their potential.

What is our promise to each customer?
We will work creatively and relentlessly with each customer to unlock, discover, and unleash their potential, supporting and empowering them to be the best they can be now and in the future.

Our customers are not numbers; they are unique individuals. We personalise our services to each customer’s current and future needs and goals, every single one, to ensure their development and growth.

As advocates for our customer’s inclusion, we will empower them with confidence, choice and opportunity so they can live their life, as they choose, in their own way.

Our Values
Our values have always been a significant part of our service to customers, and they have helped shape Northcott into the wonderful organisation it is today. We are Innovative because we develop new ideas and solutions with creativity in anticipation of changing needs. We are Respectful because we believe that everyone’s voice is unique and that they have the right to be heard. We are Brave because we have the courage to stand up for people with all abilities even in the face of adversity.



KEY OBJECTIVE OF THE SEVICE/DEPARTMENT:
To ensure the optimal performance, safety, and efficiency of all facility operations by maintaining high standards of functionality, compliance, and user satisfaction, while effectively managing resources and costs to support the organisation's overall strategic goals and promote a sustainable and productive working and living environment.
KEY OBJECTIVE OF THE POSITION:
The role will be responsible for working collaboratively with internal and external stakeholders to assist in developing ideas and concepts and turning them into deliverable projects. To contribute to the effectiveness and efficiencies in the delivery of projects.   

To manage the project implementation including contract administration, stakeholder engagement and communication, project reporting.  

To assist in the provision of technical and project advice, to a variety of internal and external stakeholders. 

[bookmark: _Hlk179534767]To assist in the tasks required to manage our Specialist Disability Accommodation (SDA) portfolio ensuring all regulatory requirements are met including up to date tenancy agreements. 

To be part of a team to successfully deliver the annual capital works program through working collaboratively in the Facilities and Asset team and the wider Northcott organisation.
 
PERSON SPECIFICATIONS (SKILLS & KNOWLEDGE)
Experience in providing support in a facilities and building services environment, with an emphasis on buildings within the disability sector. 

Other specifications:
· Project planning skills, management and delivery skills and experience with contract management in a building services context. 
· Knowledge in tenancy management requirements.
· Knowledge and understanding of the application of guidelines.
· Work Health and Safety (WH&S) legislation and regulations.
· Northcott’s procurement and tendering processes.
· Building services and infrastructure, including building codes and standards.
· Demonstrated ability to work as part of a team and provide a consistently high level of service. 
· Ability and willingness to embrace new/innovative technology, methods, products and processes in the pursuit of continuous improvement. 
· Well-developed written and verbal communication skills and ability to write reports and prepare external correspondence. 
· Demonstrated skills in managing diverse workloads and meeting work and budget targets within tight deadlines, despite conflicting pressures. 
· Ability to solve relevant issues based on previous experience and/or by the effective application of established techniques and procedures.




ESSENTIAL QUALIFICATIONS & EXPERIENCE REQUIRED 
· Driver’s licence.
· A relevant degree (i.e. Project management, engineering, construction or building) and suitable relevant experience, or lesser formal qualifications with work skills and significant relevant experience. 
· Occupational Health and Safety General Induction ticket for entry to construction sites.

Experience: 
· Experience in the project management, planning, design and delivery of built environment projects is preferable. 
· Experience in the planning and delivery of public assets. 
· Ability to provide good interpersonal, verbal and written communication  
· The ability to handle customer inquiries in a courteous manner whilst resolving issues  
· Experience with budgets and community engagement. 
· Experience in the use of the Microsoft Office suite and other Northcott business applications. 
· Demonstrated experience in a similar role advantageous. 
· Demonstrated ability to provide high quality work and customer service.  
DELEGATION LEVEL
Level 4  
CORE COMPETENCIES OF THE ROLE
Customer Focus / External Contact
· Achieve High Quality Standards: Maintain a focus on delivering projects that meet or exceed quality expectations. 
· Implement rigorous quality assurance processes and continuous improvement initiatives.
· Customer relationship management: Prepare an appropriate communication/engagement plan as an integral part of every project. 
· Actively engage with project stakeholders and the broader community to ensure that projects appropriately respond to community needs and that they are kept informed of specific issues and the broader project delivery schedule. 
· Work collaboratively with the Communications team to provide timely and regular information relative to specific projects and general progress of the capital works program as required.  
· Liaise with customers and Northcott staff to establish and resolve issues of service provision and project delivery.  
· Provide customers with realistic expectations and workable solutions.  
· Positively promote the Northcott Society and its work-related activities.  

Relationship Building 
· Enhance Stakeholder Satisfaction: Foster strong communication and collaboration with stakeholders to understand and address their needs and expectations. 
· Regularly gather feedback and make adjustments to ensure stakeholder satisfaction and project alignment.


Problem Solving
· Ensure Compliance and Adherence to Standards: Adhere to organisational policies, industry standards, and regulatory requirements throughout the project lifecycle. 
· Conduct regular audits and reviews to ensure compliance and address any gaps.
· Judgement and decision making: Required to determine individual work priorities, expenditures and practices in order to meet statutory obligations and achieve set objectives. 
· Exercise judgment in environmental health related matters. 
· Objectives of the work are well-defined, but discretion may be applied as to the particular method used to complete work tasks. 
· Guidance and advice are generally available to assist in decision making and problem solving from the ICT Coordinator or Manager Corporate. 
· Use discretion, initiative and experience from previously encountered situations.  
· Perform tasks from a range of techniques, systems, equipment, methods or processes.   
· Ability to determine appropriate action in relation to service enquiry including selecting from a range of alternative courses of actions or referring to appropriate Council Officer or community agency. 
· Ability to recognise sensitive and/or potential serious customer service problems and deal with these in an appropriate manner.
Leadership
· Foster Innovation and Best Practices: Encourage the adoption of innovative solutions and best practices to enhance project outcomes and departmental efficiency. 
· Support continuous learning and professional development for team members. 
· Ensures all government legislation and the organisations policies and procedures are implemented effectively. Procedures and ensure staff are provided with information, resources, and training in these procedures as well as Northcott’s WH&S Procedures.
· Complies with, reports on, and actively participates in Northcott’s Safety and Injury Management
· Promote Team Collaboration and Development: Cultivate a collaborative work environment that encourages teamwork and knowledge sharing. 
· Invest in team development through training and support to build skills and enhance performance. 
· Be willing to undertake training relevant to the position. 
Financial Impact
· Optimise Resource Utilisation: Efficiently manage and allocate resources, including personnel, materials, and technology, to maximise productivity and minimise waste. 
· Develop and utilise tools and methodologies to track and optimise resource use.
· Project Planning: Provide input into the development of ideas and concepts to deliverable projects in collaboration with internal and external stakeholders. 
· Investigate identified issues relating to asset development, scope options, make recommendations and prepare budget estimates.
· Provide input into the planning and scheduling of projects in the capital works program. 
· Assist with the preparation of grant submissions for projects where applicable.
· Budgeting: Provide input into the development of the Department budget. 
· Assist with project budgets and forecast the timing of expenditure. 

· Monitor expenditure and ensure projects and services relating to key responsibilities are within the budget set by Northcott.   
· Provide input into the budget quarterly reviews as requested by the Manager.
· Deliver Projects on Time and Within Budget: Ensure all projects are completed according to the established timelines and financial constraints. 
· Implement effective project management practices to monitor progress and address any deviations promptly.
Time Impact
· Mitigate Risks and Manage Issues: Identify potential risks early and implement strategies to mitigate their impact on project success. 
· Establish effective issue resolution processes to address problems as they arise.  
· Display a punctual, reliable and positive approach to work. 
· Project Delivery: Project delivery including scoping, planning, design, procurement, implementation and commissioning. 
· Take a thorough approach to risk management in all aspects of project delivery including design, OHS, financial and reputational. 
· Identify all key personnel and their respective roles necessary for successful project completion. 
· Undertake or oversee the preparation of designs and specifications as required to fit within available budgets and to meet the needs of stakeholders, including engaging and managing consultants where necessary. 
· Assist in the preparation of tender documentation for designated projects and participate in the tender evaluation and recommendation process.  
· Deliver designated projects including on-ground supervision and management of contractors and or consultants. 
· Exercise effective contract administration including pre-start documentation, record keeping, management of variations, completion certificates and management of any defects. 
· Administer project budgets including control of expenditure, variations and contract payments. 
· Ensure that project completion is timely, thorough, within budget and well documented for all projects. 
· Supervise grants where appropriate to projects being delivered including milestone reporting, acquittals and keeping funding agencies up-to-date. 
· Provide technical and other information on projects as required including regular updates and status reports to feed into the project reporting system.  











DUTIES 
The typical duties of this position include:
1. Project Planning: Develop and document the project scope, tasks, timelines, milestones, and resource requirements. Identify the potential risks and include mitigation strategies.
2. Ability to assist in the tasks required to manage our Specialist Disability Accommodation (SDA) portfolio ensuring all regulatory requirements are met including up to date tenancy agreements.
3. Communicate and well document the project status, updates, and issues to stakeholders and manage their expectations. Organise and lead project meetings, including kick-offs, status updates, and review meetings.
4. Oversee the allocation and use of resources, including personnel, equipment, and budget for a project.
5. Implement quality control processes to ensure project deliverables meet the required standards.
6. Create and manage the project budget, ensuring costs are controlled and expenses are within the approved limits.
7. Evaluate and manage changes to project scope, schedule, and resources, ensuring that changes are properly documented and communicated. Analyse the impact of changes on project objectives and adjust as necessary.
8. Ensure all project deliverables are completed and meet the acceptance criteria. Perform a project review to assess what went well, what could be improved, and document lessons learned.
9. Ensure a smooth transition of project deliverables to the client or end-users and complete any final documentation.
10. Follow project management methodologies and best practices (e.g., Agile, Waterfall).
11. Ensure the project adheres to organisational policies, industry standards, and regulatory requirements.
[bookmark: OLE_LINK1]This list is indicative only and is subject to change. All Northcott employees are required to comply with any reasonable work requests as directed by their employer from time to time.

NORTHCOTT POLICY AND PROCEDURES 

All Northcott employees are expected to be familiar with and adhere to Northcott policies and procedures. For more information see your manager or refer to the policy and procedures available on the Northcott Intranet.







Employee’s Signature	Employee’s Name		Date


 Please forward a signed copy to Human Resources.
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