Program Development 2
VWA Vision

Workplaces free from injury and disease

VWA Mission

To work with all Victorians to progressively reduce the incidence, severity and cost to the community of work-related injury and disease

	Job Family:  Developing Our Business

Roles in this family initiate and drive improvement in our business through identifying and developing organisational or business unit initiatives and supporting implementation through analysis, evaluation, and project management support.

	Role Purpose Statement: 
To support the development and implementation of initiatives and projects, including the development of supporting procedure and policy, and to drive acceptance into the business and across a number of stakeholder groups.

	About the Program Development Roles:

These roles work with the objective of improving business or stakeholder performance through program initiatives or projects, including improving, clarifying or, at a higher level, developing procedure, policy or legislation. 

As the roles progress from Program Development 1 – 3 the complexity of the roles increase as a result of increased complexity and seniority of the stakeholder group, a decreased level of established parameters and known factors and a requirement to work within increasingly less predictable and complex environments. Also, as the roles progress there is an increased focus on developing new and more complex policy or legislation initiatives.   Program Development 1 often works with an established stakeholder group, whilst the Program Development 3 may need to work across a variety of high profile stakeholders with complex levels of involvement in the project outcomes and in new or “blue sky” situations.

Across the roles there is also a requirement to increase the level of project management, stakeholder facilitation, negotiation and influence and a requirement to move from analysis and reactive management of issues through to proactive initiation of projects, initiatives and business solutions and increased ownership of the project.

	Environmental context

	Program Development 2 progresses the development and implementation of projects, as defined through project plans and organisational parameters, through leading and facilitating a variety of internal and external stakeholders.  

Initiatives or projects, may be developed by others, or may be identified by PD2 through analysis and consultation with others. This may include the development of procedure and policy, or information and education, to either address stakeholder issues, or improve stakeholder performance.

The role may undertake the role of project leader, or facilitator and co-ordinator through driving the project or implementation plan and co-ordinating the activities of other project team members or stakeholder groups 

The PD2 is required to work collaboratively with a variety of (usually defined) stakeholders and the business unit, industry group or whole organisation who “owns” the project.  They need to drive alignment and understanding of the project or initiative objectives and to facilitate solution development (including supporting procedure, policy or education) that balances the stakeholder and organisational needs.  

They may utilise a diverse range of contacts internally and externally and play a critical role in harnessing stakeholder involvement and buy-in to the program initiatives
Whilst these roles are expected to drive improvement and change through stakeholders they usually work in a relatively structured environment e.g. established stakeholders, clear policy and legislative parameters, established project parameters and timeframes etc

Incumbents in this role usually work within a business group e.g.Worksafe industry program, RCBU business teams; alternatively they may operate as part of a broader team working on one or more specific initiatives or projects

	Level of expertise (knowledge and experience)

	Program Development 2 requires technical expertise and knowledge of the operational environment and the particular business or industry sector.
The incumbent understands the legal, policy and the operational environment and is able to develop initiatives, supported by research, analysis and a business case justifying the initiative.

The role requires the ability to influence the thinking and actions of others, and to facilitate diverse groups.  Expertise is in the capture and analysis of input received from stakeholders, research and analysis and VWA directives and the ability to formulate that input into draft policy or procedures 
There is a significant need to manage communication and deal with change.

	Autonomy in decision making

	Makes recommendations for approval by others.  May need to make a number of recommendations – each supported by argument encompassing a variety of inputs and research.

Identifies impact of recommendations or change on operations, clients and stakeholders and recommends a course of action to address this.  Identifies risk and escalates accordingly.
Determines best approach to implement new or changed policy and makes recommendations accordingly
Decision making is usually within an established framework


	Accountabilities

	Stakeholder Liaison and Management
	Work with stakeholder groups to seek their input and to facilitate program/project objectives and other activities.  This may involve the co-ordination and support of groups through planning meetings and managing information and documentation distribution e.g. agenda, discussion papers, minutes etc

	
	Undertakes facilitation and negotiation with stakeholders to progress the change initiative or project and may involve acting as chair and facilitator at stakeholder meetings.

	
	Develop stakeholder acceptance through the presentation of data, analysis and recommendations in a format acceptable to the internal and external stakeholders



	Stakeholder Issue resolution and advice
	Facilitate the resolution of internal or external issues in relation to application of policy
 Provide support to internal or external stakeholders through provision of advice to support the implementation of existing policy and procedures.   
Manage problems and outstanding issues  and make recommendations for dealing with issues outside of policy or precedence

	
	Research, analyse and provide recommendations to overcome issues that are impacting the progress of a project or initiative, or may become potential risks to a project, or to overcome long-term stakeholder issues.

	Development of Plans
	Undertake project scoping to establish size, purpose and outcomes of recommendations.

Develop a project plan, in collaboration with the business and/or stakeholder groups, for approval by others that drives the achievement of project or initiative objectives, and includes steps for stakeholder and business consultation.

	Monitor and co-ordinate  Progress and Plan Implementation
	Co-ordinate the delivery of the initiatives according to agreed project or implementation plans.   Monitor progress and implementation and identify steps to keep workgroup and stakeholders to plan 
Establishes reporting processes to ensure business owners are kept informed of project progress and changing project conditions.
In conjunction with stakeholders and project manager or sponsor plan implementation of new or existing policy, procedures or operational tools

	
	Develop and implement strategies to test the project outcomes and stakeholder acceptance of change

	
	Supports process through to completion either as project manager, lead co-ordinator, or acting as conduit between the stakeholders and the business owners 



	Research and Analysis
	Undertake investigation and analysis required to inform decision making of the working party or project team, Director, steering committee or other stakeholders involved in the leadership or sponsorship of the project

	
	Undertakes research and analysis required to formulate draft policy and/or response to identified need 
Conduct analysis to monitor performance of initiative or change project

	Make Recommendations
	Develop recommendations to progress and implement projects or initiatives, or to identify possible new project areas

Build recommendations based on requirements of the business or opportunities identified through recent work experience.

Utilise research and analysis as a basis for recommending new initiatives or projects including changes to existing, policies and procedure  or to identify opportunities for improved project outcomes

If precedence is identified, ensure processes are followed to determine next steps.  These may include recommendations in regards to change or development of existing policy or procedure

	
	Facilitate the scoping of new projects or initiatives partnership with the business and within parameters that meet the business needs and align with VWA direction and policy

Recommendations should include preliminary feasibility analysis, including analysis of alternatives, impact on business, organisational policies and legislative frameworks and the practicality of proposed solutions.

	Development of policies, procedures and support tools
	Develop operational and technical policies and procedures to support stakeholders implementing the change 
Contribute to the development of standards and tools to “operationalise” policies and procedures into the work place. 
May prepare information to be utilised by incumbent, the business unit, or to educate internal and external stakeholders

	Data Management and Compliance
	Maintain integrity of project records, research and information data bases to ensure appropriate reporting and analysis of project progress and outcomes and that all audit requirements are satisfied

	Public Relations  
	To represent VWA at a variety of public forums

	Continuous Improvement
	Identify opportunities, make recommendations and implement improvements to processes, systems and work practices

	Occupational Health and Safety  
	Comply with VWA OHS policy and procedure and legislative requirements


Primary Competencies
Whilst a Program Development 2 will demonstrate many of the competencies in the competency library the following competencies have been identified as primary to the role.  
The shaded box indicates the level of the competency a Program Development 2 is required to demonstrate.  Each level incorporates the behaviours of the levels beforehand.  These are described in detail in the VWA Award Competency Library which is available on the intranet.
	Competency
	1
	2
	3
	4
	5

	Building relationships
	Makes contact when needed
	Builds a connection
	Develops positive relationships
	Builds networks
	

	Contributing Expertise
	Keeps skills up-to-date
	Serves As a practical resource to others
	Contributes to others knowledge and development
	Provides expert advice
	Recognised as an industry expert in discipline

	Driving Improvement Initiatives 
	Uses initiative
	Identifies improvements
	Makes specific changes to improve performance
	Uses analysis to determine improvement
	Develops and implements improvement initiatives 

	Facilitates Outcomes
	Presents information
	Puts forward rational argument
	Facilitates discussion to achieve outcome
	Utilises a “win-win” approach to presenting a case
	Develops cooperation and builds alignment

	Stakeholder Support and Service
	Follows up
	Listens, Interprets and Establishes Needs
	Tailors response and ensures understanding
	Acts to resolve needs


	Acts proactively to resolve issues

	Tactical and Analytical Thinking
	Organises information
	Sees interdependencies and sets priorities
	Undertakes analysis to support the business
	Systematically analyses and plans to achieve outcomes
	Undertakes very complex planning or problem solving

	Utilising VWA and Industry Awareness
	Utilises the formal structure
	Utilises those who influence the outcome
	Utilises systems and processes within VWA or industry
	Utilises VWA or industry dynamics to influence outcomes
	

	Working in a Team
	Acts co-operatively within their team
	Actively seeks input from others
	Seeks to understand the needs of other teams
	Promotes cross functional teamwork
	Aligns actions to organisational goals
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