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Candidate Information Pack
Assistant Program Manager
Bougainville
Closing Date: Friday 12 December 2014
Position Description
Title
Assistant Program Manager, Bougainville
Classification
Locally Engaged 5 (LE5)
Reports to
First Secretary, Bougainville
Location
Port Moresby
Salary
Starting annual salary range PGK76,196 - 85,263
About the Australian High Commission in Port Moresby
The Australian High Commission represents the Australian Government by advancing
the interests of Australia and Australians in Papua New Guinea (PNG). Our primary
national interest is in a strong bilateral relationship underpinned by a peaceful, secure
and prosperous PNG and Pacific Region. The High Commission is also responsible for
alerting Canberra to developments in areas such as domestic politics, immigration,
economics, trade and investment, culture, defence and development cooperation, with a
view to informing Australia’s foreign policy. The High Commission promotes a positive
image of Australia, enhances people-to-people links and delivers consular assistance to
Australians in need.
About Development Cooperation in Bougainville
Australia’s aid to PNG includes a package of assistance for the Autonomous Region of
Bougainville. Australian assistance is provided in support of the implementation of the
Bougainville Peace Agreement (BPA), to which Australia is a witness. Australia is also
guided by the Joint Review of Autonomy Arrangements – a clear framework for action in
Bougainville conducted and endorsed by the ABG and PNG Government.
Most of Australia’s assistance to Bougainville is delivered in the sectors of health,
education, law and justice, and transport infrastructure. Australia also funded
Bougainville-specific initiatives in governance and peace building to help the
Autonomous Bougainville Government (ABG) respond to the particular challenges posed
by Bougainville’s post-conflict and autonomous status.
About the Bougainville Section
The Australian High Commission Bougainville Section coordinates Australia’s policy and
development assistance in the Autonomous Region of Bougainville, with a presence in
both Port Moresby and Bougainville.
About the role
Under general direction, the Assistant Program Manager will support the management
and monitoring of Australian-supported development programs and engagement in the
Autonomous Region of Bougainville.
The key responsibilities for this position are:
 Working as part of a team, assist in the implementation, monitoring and
evaluation of Australian-supported programs and activities
 Develop and maintain relationships with relevant counterparts contacts such
as ABG and Government of PNG officials, implementing partners, and other
development partners on policies, programs and activities in Bougainville
 Support the analysis and planning for new activities, including participating in
design development missions; draft basic briefs and reports; and contribute to
strategic planning processes
 Support the incorporation of gender equality and empowerment in all aspects
of Australia’s policy and programming in Bougainville
 Assist the Australian High Commission Public Diplomacy team in
communication and outreach, including preparation of media releases and
event planning
 Assist Australian High Commission visits to Bougainville
 Assist the Bougainville team with higher level administrative activities
including managing correspondence and communication, and assisting with
logistics.
Required Skills and Capabilities

Ability to work under pressure and prioritise in a busy working environment

Excellent verbal and written communication skills, including letter and report
writing

Ability to accept responsibility and display creative initiative

Ability to work as part of a team

High degree of proficiency in Microsoft applications
Eligibility/Other Requirements
The successful candidate is required to obtain a satisfactory police check, medical check
and maybe required to travel on occasions. A current driver’s license is required to drive
a work vehicle.
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Selection Criteria
The following criteria will be used to assess an applicant’s suitability for a position.
When considering your application, the Selection panel will seek evidence of
performance against each of the criteria. When completing your application, please
draw on real examples from your previous or current work experience, volunteer work
and/or study which demonstrate your abilities against these criteria:
1. Supports and Contributes to strategic direction
The ability to understand the link between the work of the team, the post and
DFAT’s goals.
This is demonstrated by analytical thinking and sound
judgement and the ability to translate goals into operational objectives.
2. Achieves results
The ability to work towards the delivery of outcomes and draw on one’s own
and other’s expertise to achieve goals and objectives. It is also about how you
deal with and implement change. This includes taking ownership, planning
and organising, program and contract management and risk management.
3. Values Teamwork and Builds Partnerships
The ability to work well in a team, have respect for your colleagues, and build
and nurture internal and external relationships. It also includes developing,
supporting and mentoring staff.
4. Demonstrates personal drive and integrity
The ability to push yourself to achieve your work goals while maintaining
integrity, professionalism and confidentiality. It includes providing impartial
and forthright advice, facing challenges constructively, resilience and
adaptability.
5. Works and communicates with influence
The ability to communicate clearly with internal and external stakeholders,
colleagues and clients, listen, understand and adapt to the audience in
presentations and representations. It also includes the ability to negotiate to
achieve the best outcome for all parties and creating acceptance and support.
6. Awareness of Aid Management and Development
Awareness of the Australian Government’s priorities for international
development policy and management of official development assistance.
7. Specific Specialist/professional knowledge, skills and experience
Demonstrated professional/technical qualifications or specialist expertise,
knowledge or experience.
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How to Apply
Applications
must
be
submitted
[email protected]
by
to
4.30pm,
The
Human
Friday
12
Resources
December
Manager,
2014.
Late
applications will not be accepted.
Your application must include:
1. A Resume (3 Page maximum) which outlines:
 Employment history;
 Education, qualifications and relevant training; and
 The names and contact details of two professional referees.
2. Your claims against the selection criteria (3 Page maximum).
Please include your name and the job title in the subject line of your email for easy
reference. E.g. John Smith – APM Bougainville
Note: Please note that given the number of applications, only those considered suitable for
interview will be contacted.
The Australian High Commission promotes a workplace free from discrimination and harassment and is a
smoke and buai free environment. All recruitment is based solely on merit.
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