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AUSTRALIAN NATIONAL AUDIT OFFICE
		WORK LEVEL STANDARDS
APS LEVEL 1


Overview of the Role
Employees at APS 1 level do not have supervisory or management responsibilities and work under the immediate direction of a more senior employee. Employees at this level would generally be required to undertake routine and basic tasks involving procedural, clerical, and administrative support roles and would apply knowledge and skills to a limited range of tasks or roles.  Responsibilities are generally limited to the completion of allocated tasks within defined timeframes. Employees at this level are responsible for working in line with set procedures and policies and work is likely to be under direct guidance with regular checking.

Job context:
Generally, the work of an APS 1 is characterised by the following features:
· Employees will demonstrate an acceptable level of productivity, which will be assessed in the context of their role within the organisation 
· They will be responsible for delivering results in accordance with their individual performance agreement, work goals and business plans
· They will demonstrate a basic understanding of the role and responsibilities of the organisation 
· All employees will display behaviours consistent with the ANAO and APS Values and Code of Conduct and relevant workplace legislation
	Level of independence and decision-making
· Responsibility for delivering work within defined timeframes 
· The application of basic organisational and co-ordination skills 
· The conduct of work under regular instruction and close direction of a more senior employee  
· Decisions are closely checked by a more senior employee

	Level of leadership and management responsibilities 
· Limited on the job guidance is given to new team members in the context of instruction regarding well defined procedures, protocols and processes

	Level of expertise
· The conduct of task oriented work undertaken according to established and well defined procedures, protocols or processes 
· The need for accuracy, precision and attention to detail

	Level of representation, negotiation and liaison required
· Engage and communicate with other employees

	Level of strategic focus
· A focus on working as part of a team to achieve own and team work goals






	
Primary responsibilities – the work of an APS 1 may comprise some or all of the following:


	Audit 
· No specific audit functions at this level
	Enabling and Support
· Assemble, collate, photocopy and file documents and correspondence as required
· Classify and categorise work materials
· Operate and maintain a range of office equipment
· Prepare inventories of office equipment and supplies
· Control work area stationery and equipment and the distribution of stores or supplies
· Establish and maintain dispatch and delivery procedures for mail and courier delivery
· Prepare requisitions for supplies
· Provide general administrative support to more senior staff
· Prepare meeting rooms and arrange formal meetings and events
· Maintain work area files and recording systems
· Check the accuracy of recorded information
· Receive, dispatch and record correspondence, documents and files
· Perform keyboard tasks including data entry and word processing
	Stakeholder Management 
· Work with team members to achieve joint tasks
· Provide information to other teams on basic and routine procedures, guidelines and policies
· Greet clients and put them in contact with relevant person or service
	Policy 
· No specific policy related functions at this level
	Technical / Professional 
· Use databases including basic data retrieval
· Maintain knowledge of policies and procedures relevant to own work



	Required Capabilities – as per the Capability Framework (see <link>)







AUSTRALIAN NATIONAL AUDIT OFFICE
WORK LEVEL STANDARDS
APS LEVEL 2


Overview of the Role
Employees at APS 2 level work under the immediate direction of a more senior employee with responsibility for deciding personal workflow. Employees do not have supervisory or management responsibilities however they may provide initial coaching and support to new or less experienced co-workers. They may be required to provide information to stakeholder groups on procedures, guidelines and policies. Employees at this level would generally be required to undertake routine and basic tasks involving procedural, clerical, and administrative support roles and would apply knowledge and skills to a limited range of tasks or roles. Some tasks may have an element of complexity.  Employees at this level are responsible for working in line with set procedures and policies and work is likely to be under direct guidance with regular checking.

Job context:
Generally, the work of an APS 2 is characterised by the following features:
· Employees will demonstrate an acceptable level of productivity, which will be assessed in the context of their role within the organisation
· They will be responsible for delivering results in accordance with their individual performance agreement, work goals and business plans
· They will demonstrate a basic understanding of the role and responsibilities of the organisation
· All employees will display behaviours consistent with the ANAO and APS Values and Code of Conduct and relevant workplace legislation.
	Level of independence and decision-making
· Responsibility for delivering work within defined timeframes 
· Sound organisational and co-ordination skills within areas of responsibility 
· Work performed under close guidance with responsibility for deciding personal workflow 
· Resolution of work issues that are minor in nature or have clear choices between options 
· Support from more senior employees in work that requires a decision to be made where choices are not clear

	Level of leadership and management responsibilities 
· On-the-job coaching and instruction to newer team members in the context of well defined procedures, protocols and processes

	Level of expertise
· Work that is guided by established procedures, protocols or processes that are easily followed
· A need for accuracy, precision and attention to detail

	Level of representation, negotiation and liaison required
· Engagement and communication with other employees and stakeholders[footnoteRef:1] [1:  Stakeholders include internal stakeholders, entities (auditees), , the Parliament and other audit industry members] 


	Level of strategic focus
· A focus on working as part of a team to achieve own and team work goals
· Planning ahead to complete day to day tasks which support the aims and outputs of the team




	
Primary responsibilities – the work of an APS 2 may comprise some or all of the following:


	Audit 
· No specific audit functions at this level

	Enabling and Support
· Manage and operate records management systems
· Assemble, collate, photocopy and file documents and correspondence as required
· Create and maintain files and records
· Operate and maintain a range of office equipment
· Provide administrative, clerical or systems support to work area, senior staff or committees
· Manage office supplies for a work area
· Establish and maintain dispatch and delivery procedures for mail and courier delivery
· Prepare meeting rooms and arrange formal meetings, events, committees and working groups
· Undertake basic coding, categorising and classification of records
· Undertake routine online searches
	Stakeholder Management 
· Help new team members by providing advice, guidance and on-the-job instruction
· Provide information to other project teams on basic and routine procedures, guidelines and policies
· Greet clients and put them in contact with the relevant person or service 
	Policy 
· No specific policy related functions at this level
	Technical / Professional 
· Use databases including basic data retrieval and data analysis
· Maintain knowledge of policies and procedures relevant to own work



	Required Capabilities – as per the Capability Framework (see <link>)







AUSTRALIAN NATIONAL AUDIT OFFICE
WORK LEVEL STANDARDS
APS LEVEL 3


Overview of the Role
Employees at APS 3 level generally work under the supervision of a more senior employee.  They perform a broad range of job functions or roles and work may include routine operational or administrative tasks, the preparation of straightforward correspondence, or the provision of statistical data.  Employees may exercise some discretion about how work tasks are performed and may have a client liaison role. Work may involve some responsibility for supervising employees at the APS 1 and APS 2 levels, as well as mentoring and training newer members of a small work team in undertaking procedural tasks.  Work is likely to be undertaken under general guidance. Some tasks may have an element of complexity or be non-routine. Employees may be required to undertake procedural, clerical, administrative support or operational tasks including some basic research and analysis activities.  

Job context:
Generally, the work of an APS 3 is characterised by the following features:
· Employees will demonstrate an acceptable level of productivity, which will be assessed in the context of their role within the organisation
· They will be responsible for delivering results in accordance with their individual performance agreement, work goals and business plans
· They will demonstrate a good understanding of the role and responsibilities of the organisation
· All employees will display behaviours consistent with the ANAO and APS Values and Code of Conduct and relevant workplace legislation
	Level of independence and decision-making
· A need for limited independent decision-making within defined parameters.
· Decision making that draws on advice and clarification from more senior employees

	Level of leadership and management responsibilities 
· The employee may be accountable for checking the work of other employees      
· Supervisory responsibilities that are generally limited to task allocation, on the job training and checking of work

	Level of expertise
· A need to provide detailed and clear advice and assistance to stakeholders[footnoteRef:2] within area of responsibility [2:  Stakeholders include  internal stakeholders, entities (auditees), , the Parliament and other audit industry members
] 

· A need for accuracy and precision in providing advice, assistance and relevant referral when necessary
· Within a supporting team environment, the provision of a consistent level of service to stakeholders

	Level of representation, negotiation and liaison required
· The need to interact with members of the public and to demonstrate a strong stakeholder-service and citizen-centric approach, sometimes in the context of difficult interpersonal interactions
· The need to provide accurate advice to employees in relation to internal processes

	Level of strategic focus
· Responsibility for planning and achieving own work goals in line with team aims and outputs
· Planning own work in the context of competing priorities



	
Primary responsibilities – the work of an APS 3 may comprise some or all of the following:


	Audit 
· Individually or as part of a team, undertake assigned audit tasks in accordance with an approved plan
· Undertake basic research to assist in planning audit-related activities
· Undertake audit-related tasks delegated by the audit manager 
· Assist in the preparation of draft sections of audits
· Under direct supervision, conduct sections of interviews with auditees to obtain evidence to inform audits
· Carry out audit tests and document test results


	Enabling and Support
· Provide advice, guidance and training to new staff on procedural matters
· Prepare draft procurement documentation and provide information relating to finance and procurement for checking by senior staff
· Perform records/information management functions
· Provide executive support with responsibility for accounts, travel and diary management and some routine secretariat duties
· Provide administrative and clerical support to work area, senior staff or committees
· Assist in the provision of building services, security services, petty cash management, and equipment maintenance including liaising with service providers
· Verify and reconcile payments and invoices
· Manipulate data to enable the production of accurate and informative reports
· Maintain and use information databases including data entry and data retrieval tasks to support project objectives
· Participate in continuous business improvement programs involving changes to processes and functions
· Participate in educative and promotional activities in the ANAO 
	Stakeholder Management 
·  Work under supervision in a team environment
· Liaise with internal stakeholders to obtain and provide data and assistance
· Resolve enquiries, provide information and options, and/or refer clients/auditees to the appropriate area
· Draft written responses to clients/auditees using agreed formats and structured guidelines
· Participate in quality assurance activities, including peer and supervisor review of professional practice
· Ensure the accuracy and quality of products provided to clients/auditees
· Represent the team or work area in a range of forums, committees and roles
	Policy 
· Prepare draft documentation for review by senior team members
· Draft replies to straightforward queries about policies or procedure
	Technical / Professional 
· Undertake equipment maintenance
· Use computer based assessment and information tools
· Prepare working papers, documentation and reports under supervision
· Gather evidence and analyse data with a view to informing audit manager opinions 
· Conduct less complex research and analysis including undertaking database searches and data retrieval 
· Undertake basic manipulation of data for inclusion in reports
· Maintain knowledge of policies and procedures relevant to own work 
· Develop and maintain knowledge of legislation, policies, procedures, ethics and interventions that are relevant to area of expertise
· Assist with the implementation of systems improvement initiatives



	Required Capabilities – as per the Capability Framework (see <link>)








AUSTRALIAN NATIONAL AUDIT OFFICE
WORK LEVEL STANDARDS
APS LEVEL 4


Overview of the Role
Employees at APS 4 level generally work under the supervision of more senior staff.  They perform a broad range of job functions or roles.  Employees may exercise discretion with respect to how precedents, procedures and guidelines are interpreted and applied.  Employees may be required to communicate with and provide advice to a range of external stakeholders. Employees may be required to undertake technical, procedural, clerical, administrative support or operational tasks and may undertake some research and analysis. Work may involve some responsibility for mentoring and training newer members of a small work team. Employees may be required to determine straightforward priorities, staffing and workflow within a work unit.  Employees at this level would normally be responsible for organising their workflow, and making decisions within defined parameters relating to the area of responsibility, under the support and general direction of a more senior staff member

Job context:
Generally, the work of an APS 4 is characterised by the following features:
· Employees will demonstrate an acceptable level of productivity, which will be assessed in the context of their role within the organisation
· They will be responsible for delivering results in accordance with their individual performance agreement, work goals and business plans
· They will demonstrate a good understanding of the role and responsibilities of the organisation
· All employees will display behaviours consistent with the ANAO and APS Values and Code of Conduct and relevant workplace legislation
	Level of independence and decision-making
· The requirement to exercise some autonomy with support from more senior employees
· Decision-making within defined parameters that requires some reliance on judgement, skills and knowledge, with clarification and advice from senior employees

	Level of leadership and management responsibilities 
· The provision of on-the-job assistance and guidance to other employees 
· Supervisory responsibilities that are generally limited to task allocation, on the job training, checking of work and providing immediate feedback on performance with clarification and advice from senior employees

	Level of expertise
· Responsibilities that incorporate both routine and more complex tasks
· A need to provide detailed and clear advice and assistance based on a sound understanding of area of responsibility
· A need for accuracy and precision in providing advice, assistance and referral to stakeholders, senior employees and other stakeholders[footnoteRef:3] [3:  Stakeholders include  internal stakeholders, entities (auditees) , , the Parliament and other audit industry members
] 


	Level of representation, negotiation and liaison required
· The need to liaise with both internal and external stakeholders
· Liaison with external agencies, groups and individuals

	Level of strategic focus
· Responsibility for achieving own and team work goals with limited contribution to team planning
· The need to manage and organise work in the context of competing priorities



	

Primary responsibilities – the work of an APS 4 may comprise some or all of the following:


	Audit 
· Individually or as part of a team, undertake assigned audit tasks in accordance with an approved plan
· Assist in drafting sections of audit strategy documents and issues papers
· Under direction, plan and conduct interviews with auditees to obtain evidence to inform audits
· Contribute to and assist in the conduct of all phases of an audit product including:
· Documentation of auditee system 
· Carrying out audit tests and documentation of test results
· Drafting sections of reports 

	Enabling and Support
· In consultation with more senior staff,  provide supervision and support to a small team of staff on day-to-day and procedural matters
· Provide support and guidance to lower level employees 
· Set priorities and monitor work flow in area of responsibility
· Verify and reconcile payments and invoices
· Monitor budgets, review and report on expenditure
· Prepare draft procurement documentation and provide information relating to finance and procurement
· Provide travel and diary management and some secretariat duties
· Contribute to the development of reports
· Assist in the provision of building services, security services, petty cash management, and equipment maintenance and liaise with service providers
· Undertake quality control activities to ensure the appropriate procedures are being followed
· Provide on-the-job training for team members
· Assist team members to keep abreast of legislative changes and changes in projects
· Represent the team or work area in a range of forums, committees and roles
· Perform records/information management tasks
· Use computer based assessment and information tools
· Participate in educative and promotional activities in the ANAO 
	Stakeholder Management 
· Contribute to the maintenance and enhancement of client relationships
· Consult and liaise with stakeholders to achieve agreed outcomes
· Draft replies to straightforward and less complex queries
· Contribute to a range of forums, committees and working groups 
· Provide assistance to other projects within the ANAO under supervision
· Liaise with internal stakeholders to obtain and provide data and assistance
· Manage relationships with clients/auditees in the context of routine circumstances
	Policy 
· Prepare draft documentation for review by senior team members and contribute to policy formulation
· Provide practical advice in relation to policy development
	Technical / Professional 
· Provide advice and technical support in specific areas of project work
· Gather evidence and analyse data with a view to informing audit manager opinions 
· Prepare working papers, documentation and reports on specific assigned tasks to the required quality standard
· Undertake basic financial management activities
· Maintain and use information databases to collate and present data 
· Conduct less complex research and analysis including undertaking data base searches
· Manipulate data to produce information for use in statistical reports
· Maintain knowledge of policies and procedures relevant to own work 
· Develop and maintain knowledge of legislation, policies, procedures, ethics and interventions that are relevant to area of expertise
· Develop knowledge and expertise in relation to professional skills



	Required Capabilities – as per the Capability Framework (see <link>)




AUSTRALIAN NATIONAL AUDIT OFFICE
WORK LEVEL STANDARDS
APS LEVEL 5


Overview of the Role
Employees at APS 5 level generally work under the broad supervision and guidance of staff at the APS6 or EL1 level. Employees may have responsibility for on-the-job coaching or management of lower level employees and may be responsible for managing employee performance, allocating work, and identifying training needs.  They undertake a broad range of job functions or roles and may be required to undertake procedural, clerical, administrative support or operational tasks.  Employees may also be required to undertake specialist or technical research and analysis, and provide advice based on policies and legislation. Staff may be required to communicate with a wide variety of internal and external stakeholders.  The role may involve limited structured decision-making and longer-term planning. Employees would normally be responsible for organising their workflow and making independent decisions relating to the area of responsibility.

Job context:
Generally, the work of an APS 5 is characterised by the following features:
· Employees will demonstrate an acceptable level of productivity, which will be assessed in the context of their role within the organisation.
· They will be responsible for delivering results in accordance with their individual performance agreement, work goals and business plans
· They will demonstrate a thorough understanding of the role and responsibilities of the organisation
· All employees will display behaviours consistent with the ANAO and APS Values and Code of Conduct and relevant workplace legislation
	Level of independence and decision-making
· The requirement to exercise autonomy while working under the limited direction and guidance of a more senior staff member
· Decision-making within defined parameters that requires some reliance on judgement, skills and knowledge and that may have an impact on outcomes for the work area, its internal and/or external stakeholders

	Level of leadership and management responsibilities 
· The need to work as an effective leader or member of a team and to support lower level employees in achieving their goals 
· Responsibility for the quality of work undertaken and decisions made by the team
· Provision of training to new team members and subordinate staff

	Level of expertise
· The conduct of specialist activities under supervision 
· The provision of specialist advice to internal and external stakeholders that is supported by assistance and guidance from other experts 
· The application of methodologies and the provision of advice informed by documented precedents and procedures

	Level of representation, negotiation and liaison required
· The need to liaise and negotiate with both internal and external stakeholders[footnoteRef:4] [4:  Stakeholders include  internal stakeholders, entities (auditees) , the Parliament and other audit industry members
] 

· A need to respond well and quickly to internal and external stakeholders, with an emphasis on the ability to communicate effectively 
· The need to represent the organisation or work area in a range of forums

	Level of strategic focus
· Contributing to changes in workplace practices and business improvement strategies
· Responsibility for planning and achieving own and team work goals 
· Responsibility for managing and organising work in the context of competing priorities






	
Primary responsibilities – the work of an APS 5 may comprise some or all of the following:


	Audit 
· Individually or as part of a team, undertake audit assignments in accordance with an approved plan
· Contribute to and assist in the conduct of all phases of an audit product 
· Assist in the development of audit plans and criteria
· Plan and conduct interviews with auditees to obtain evidence to inform audits
· Draft issues papers and audit findings for review by more senior staff 
· Assist in the representation and promotion of individual audit products to clients and external bodies
	Enabling and Support
· Supervise staff within a work area 
· Set work priorities and practices and monitor work flow and allocation within a team
· Monitor staff performance, set performance goals, identify underperformance and provide feedback 
· Assist in contract management and administration
· 
· Prepare working papers, documentation and reports on specific assigned tasks 
· Prepare correspondence and reports including emails and letters on routine and more complex matters
· Provide technical supervision of staff and oversee the work of junior staff as required
· Assist and coach less experienced employees, provide mentoring and coachingProvide training to lower level staff
· Assist in and support staffing processes
· Maintain appropriate  records 
· Undertake and/or oversee building management services, security services and office environment management
· Provide executive support including travel arrangements, diary and appointments, and secretariat support
· Participate in educative and promotional activities in the ANAO in relation to corporate management activities
	Stakeholder Management 
· Work with team members to provide services to external and internal clients
· Report to stakeholders outside of the ANAO as required
· Work independently at clients’ premises for extended periods
· Liaise with standard setters and professional forums on audit matters
· Liaise with internal and external stakeholders to obtain and provide data and information
· Manage relationships with clients/auditees, including in the context of non-routine circumstances
· Represent the team or work area within and outside of the ANAO including at workshops, meetings, committees, working groups, seminars and conferences
· Draft information packages and other communications products
· Assist in the representation and promotion of the ANAO and individual audit products to clients and external bodies
	Policy 
· Provide input to audit policies, manuals, technical papers and better practice guides
· Draft reports and briefing papers for review by more senior staff
· Provide technical advice in specific areas of policy
· Assist in the development of policy documents for review and publication
· Formulate and draft policy and procedural directions within specialist area
	Technical / Professional 
· Provide advice and interpretation within technical or specialist area
· Gather evidence and analyse data with a view to forming opinions and making recommendations
· Undertake research, analyse, integrate and evaluate technical information 
· Undertake activities to develop knowledge and expertise in relation to professional skills
· Assist in the preparation of procedural or technical manuals and guidelines
· Assist with the implementation of systems improvement initiatives
· Assist with the establishment and implementation of new systems within the ANAO
· Provide user services 
· Undertake systems testing within prescribed parameters



	Required Capabilities – as per the Capability Framework (see <link>)








AUSTRALIAN NATIONAL AUDIT OFFICE
WORK LEVEL STANDARDS
APS LEVEL 6


Overview of the Role
Employees at APS 6 level generally work under the limited supervision of an Executive Level manager and perform a range of job functions or roles.  They may have management responsibilities requiring the setting of priorities and monitoring workflow and resources, including managing employee performance and identifying training needs.  The role may also involve assisting in audit planning, delivery of audit and related support services.  Staff may have a considerable level of stakeholder contact in relation to difficult or very complex issues and liaise with a range of stakeholders in a representational role.  Employees may have responsibility for building productive and harmonious relationships with staff in a coaching or mentoring context. APS 6 employees may provide detailed technical and/or subject matter expertise or advice in relation to complex problems.

Job context:
Generally, the work of an APS 6 is characterised by the following features:
· Employees will demonstrate a high level of productivity, which will be assessed in the context of their role within the organisation
· They will be responsible for delivering results in accordance with their individual performance agreement, work goals and business plans 
· They will demonstrate a comprehensive understanding of the role and responsibilities of the organisation
· Employees will display behaviours consistent with the ANAO and APS Values and Code of Conduct and relevant related workplace legislation
	Level of independence and decision-making
· The independent production of high quality work and the provision of accurate advice with limited instruction or guidance
· Decision making that is substantially dependent on judgement, skills and knowledge and is in accordance with accounting standards, legislative requirements and internal operating policies and procedures

	Level of leadership and management responsibilities 
· A requirement to work as an effective team leader, including providing coaching, mentoring, support and supervision to employees
· Accountability for the quality of work undertaken and decisions made by the team, where the employee is in a supervisory role

	Level of expertise
· The provision of specialist advice and administrative support that is informed and directed by sound knowledge in specific areas
· The need to engage in interpretation and to apply sound judgement where documented precedents and procedures are not available
· A need for the capacity to research, analyse and interpret complex information

	Level of representation, negotiation and liaison required
· Representing the organisation and/or work area including in liaising and negotiating with stakeholder[footnoteRef:5] groups [5:  Stakeholders include  internal stakeholders, entities (auditees) , the Parliament and other audit industry members
] 

· Representing the organisation and/or work area in a range of forums, including conferences, seminars, committees, meetings, and cross-agency activities

	Level of strategic focus
· Responsibility for proactive and timely identification of risks and issues 
· Making contributions to changes in workplace practices and to business improvement strategies
· Responsibility for managing and organising own and team’s work in the context of competing priorities, including contribution to business planning



	
Primary responsibilities – the work of an APS 6 may comprise some or all of the following:


	Audit  
· Manage a small team in the delivery of less complex and low-medium risk audit products 
· Assist in the drafting of audit strategies for higher risk and strategically important audit clients
· Prepare issues papers, documentation and reports on specific assigned tasks
· Contribute to the improvement of audit techniques, methodologies and work practices
· Discuss audit findings with clients/auditees 
· Provide on-the-job audit training
· Assist with the conduct of quality assurance processes including the benchmarking of ANAO audit processes

	Enabling and Support
· Manage a team, including conducting team meetings, setting work direction, priorities and practices, developing work plans and monitoring and allocating workloads
· Contribute to longer-term strategic planning for the work area
· Monitor workflow and resource use within a work area
· Supervise and monitor employee performance, assist in the management of underperformance, undertake coaching/mentoring of employees and encourage career development
· Identify training needs and co-ordinate training, including new employee induction
· Develop and implement improvements and best practice in processes and procedures
· Maintain statistics and employee records and prepare reports
· Analyse financial information and make recommendations
· Prepare submissions, publications, presentations, briefings, reports and correspondence that may have some sensitivity
· Contribute to the monitoring of budget expenditure, Review documentation prepared by team members
· Draft (non-audit) training programs and documents
· Chair or participate in committee meetings as appropriate
	Stakeholder Management 
· Liaise with other sections,   external agencies and stakeholders
· Collaborate with members of multi-disciplinary project teams and manage projects that have an agency-wide focus 
· Assist in the representation and promotion of the ANAO and individual audit products to  agencies and external bodies
· Represent the ANAO at inter-agency levels
· Negotiate with clients/auditees and stakeholders to resolve conflict in escalated cases
· Provide expert program or service interpretation to clients/auditees and stakeholders
· Monitor and ensure that  service standards are met
· Resolve more sensitive and difficult problems relating to  stakeholder relations
· Provide specialist assistance to key client and stakeholder groups to achieve outcomes in accordance with a range of key performance measures
· Promote products through inter-agency communication including the preparation of articles for public dissemination
	Policy 
· Undertake research and draft policies on audit matters
· Prepare draft reports, briefing papers, speeches and discussion papers for review by Executive Level or SES employees
· Provide expert policy advice to internal and external stakeholders and the Executive on  matters in area of specialisation 
· Draft policy documents for review and publication
· Contribute to the planning, implementation and review of wider ANAO  policies and objectives
· Assess the impact of changes in Government policy in area of specialisation and contribute to appropriate responses
· Analyse policy initiatives that incorporate a broad understanding of the policy environment
	Technical / Professional 
· Provide advice and interpretation within technical or specialist area, including preparing relevant strategic advice where appropriate
· Conduct research and analysis on more complex matters within area of expertise
· Integrate and evaluate technical information
· Prepare procedural or technical manuals and guidelines for clearance by senior employees
· Develop, evaluate and improve data analysis methods for technical applications
· Maintain professional knowledge and continue to develop knowledge and expertise in relation to professional skills and  requirements
· Liaise with relevant professional bodies and associations
· Develop, implement and evaluate draft  communication strategies and write copy for internal and external communications 
· Provide comprehensive technical support to user areas and senior management
· Contribute to the identification and implementation of systems improvement initiatives
· Contribute to the establishment and implementation of new services and systems within the ANAO
· Undertake systems testing within agreed parameters
· Co-ordinate the provision of legal advice from legal professionals



	Required Capabilities – as per the Capability Framework (see <link>)







AUSTRALIAN NATIONAL AUDIT OFFICE
WORK LEVEL STANDARDS
EXECUTIVE LEVEL 1


Overview of the Role
Employees at the EL 1 level generally work under the limited guidance of an Executive Level 2 manager and perform a range of job functions or roles. They may have responsibility for managing an organisational element or one or more work teams or may co-ordinate and undertake detailed projects that impact on strategic or operational outcomes for the organisation.  Employees are expected to operate with a high degree of autonomy and discretion, exercising a considerable degree of independence and performing a leadership role. They may co-ordinate and undertake detailed or sensitive projects that impact on strategic, political or operational outcomes for the ANAO. The role may involve producing high-level technical and/or subject matter expertise or advice, engaging in complex problem solving, the development of new solutions and the management of complex issues.  

Job context:
Generally, the work of an EL 1 is characterised by the following features:
· Employees will demonstrate a high level of productivity, which will be assessed in the context of their role within the organisation
· They will be responsible for delivering results in accordance with their individual performance agreement, work goals and business plans
· They will demonstrate an extensive understanding of the role and responsibilities of the organisation
· All employees will display behaviours consistent with the ANAO and APS Values and Code of Conduct and relevant workplace legislation
	Level of independence and decision-making
· A high level of independence with a concurrent need to resolve issues and deliver quality outcomes
· Decision making that is substantially dependent on the employee’s skills, knowledge and judgement, at times in areas that may pose a moderate risk to the organisation
· Responsibility for providing leadership within a relevant discipline or technical area

	Level of leadership and management responsibilities 
· Responsibility for mentoring and leading a team, including the planning and monitoring of work processes, quality assurance, decision making and the achievement of project outcomes
· Lead or work as part of a team with responsibility for a major or critical agency capability
· Provision of specific professional supervision where required

	Level of expertise
· Provision of a high level of specialist, professional or technical advice and administrative support
· The need to engage in interpretation and to apply sound judgement in novel situations
· Provision of expertise within an area of specialisation or across a broad range of activities potentially relating to the work of different program areas 
· A need for the capacity to research, analyse and interpret and provide advice on complex information

	Level of representation, negotiation and liaison required
· Responsibility for actively managing key stakeholder[footnoteRef:6] relationships both within and outside the organisation [6:  Stakeholders include  internal stakeholders, entities (auditees) , the Parliament and other audit industry members
] 

· Responsibility for representing the organisation at seminars, conferences, inter-governmental and other forums

	Level of strategic focus
· The need to adopt a strategic focus and to consider wider organisational implications when making decisions
· The need to manage and organise work in the context of competing priorities and strategic directions
· Significant contribution to innovation, changes in workplace practices and business improvement strategies



	
Primary responsibilities – the work of an EL 1 may comprise some or all of the following:


	Audit 
· Lead and manage a work team responsible for more complex, moderate to high risk and strategically important audit services 
· Draft audit strategies and methodologies 
· Review components of audit coverage
· Discuss audit findings with clients/auditees 
· Exercise quality control and assist with the conduct of quality assurance processes including the benchmarking of ANAO audit processes 
· Identify and implement improvements of audit techniques, methodologies and work practices


	Enabling and Support
· Lead and manage the work of a team including conducting team meetings, setting work direction, priorities and practices, developing work plans and monitoring and allocating workloads
· Facilitate change management initiatives
· Supervise and monitor employee performance, manage underperformance, undertake coaching/mentoring of employees and help staff to identify opportunities for career development
· Monitor team understanding of and compliance with ANAO policies, instructions guidelines and principles
· Co-ordinate complex projects, reviews  and on-going services that have impacts across the ANAO
· Prepare complex and/or sensitive correspondence and corporate documentation, technical and professional reports, recommendations, submissions, proposal papers and notes
· Manage finances, monitor expenditure and advise on budget issues within area of responsibility
· Undertake risk assessment and risk management activities
· Undertake contract management functions and manage a range of procurement functions
· Manage training programs and conduct training 
	Stakeholder Management 
· Manage client relationships, resolve client service issues and supervise contractors
· Negotiate and liaise with external agencies and collaborators to resolve problems 
· Ensure continuity of service delivery 
· Liaise with internal and external stakeholders at national and international levels
· Represent the ANAO in a range of external forums
· Represent the ANAO and individual assignment products to external bodies
· Provide specialist advice to internal and external stakeholders on complex matters in area of specialisation 
· Promote products and research through intra-agency communications, including briefs, articles and seminars
· Report on program and project outcomes to executives, management and stakeholders
· Liaise with relevant professional bodies and associations
· Collaborate with members of multi-disciplinary project teams in the acquisition, interpretation and dissemination of technical data
	Policy 
· Prepare briefing material, formulate policies and provide practical advice
· Provide input to policies, manuals, technical papers and better practice guides
· Develop and implement policy documents for review and publication
· Liaise with internal and external stakeholders and use networks across the APS and more broadly in order to develop policy and provide advice to senior management 
· Provide expert policy advice to internal and external stakeholders and the Executive on complex matters in area of specialisation 
· Anticipate and assess the impact of changes in Government policy and contribute to appropriate responses
· Oversee, maintain and analyse policy initiatives that incorporate a broad understanding of the policy environment
	Technical / Professional 
· Provide significant and detailed professional and technical advice 
· Provide strategic advice to the Executive, contributing to and supporting the ANAO’s strategic direction in area of specialisation
· Exercise quality control and a high level of professional and technical expertise
· Oversee the preparation of procedural or technical manuals and guidelines
· Undertake more complex research in area of specialisation
· Maintain professional knowledge and continue to develop knowledge and expertise in relation to professional skills
· Develop and deliver education services in area of expertise
· Identify and implement systems improvement initiatives
· Contribute to the high level analysis and design of solutions and their implementation across the ANAO
· Identify and manage legal risk in the ANAO for escalation to more senior management
· Co-ordinate the provision of legal advice from legal professionals in relation to more complex matters




	Required Capabilities – as per the Capability Framework (see <link>)








AUSTRALIAN NATIONAL AUDIT OFFICE
WORK LEVEL STANDARDS
EXECUTIVE LEVEL 2


Overview of the Role
Employees at the EL 2 level generally work under the broad guidance of a Senior Executive or equivalent and undertake a broad range of job functions or roles. Employees are expected to operate with a significant degree of independence and to perform an important leadership role. Employees will be responsible for managing substantial elements of the ANAO’s operations. Employees at this level would be expected to have responsibility for managing and leading change, make a major contribution to the achievement and planning of ANAO objectives and to play an active role in the implementation of the organisation’s strategic direction. They may have responsibility for leading a work team or teams or a Section, or for co-ordinating and assuming responsibility for complex or sensitive projects or work programs that have considerable breadth and strategic, political and operational significance. Employees will provide a high level of detailed technical and/or subject matter expertise or advice in relation to complex problems. They provide a high level of advice to senior management.

Job context:
Generally, the work of an EL 2 is characterised by the following features:
· Employees will demonstrate a high level of productivity, which will be assessed in the context of their role within the organisation.
· They will be responsible for delivering results in accordance with their individual performance agreement, work goals and business plans
· They will demonstrate an extensive understanding of their role and responsibilities of the organisation
· All employees will display behaviours consistent with the ANAO and APS Values and Code of Conduct and relevant workplace legislation
	Level of independence and decision-making
· A high level of autonomy in decision making and a requirement to monitor product delivery
· Decision making that is highly dependent on the employee's knowledge, skills and judgement, at times in areas that may pose a significant risk to the organisation
· A requirement to manage a budget for an area of responsibility with control over the use of allocated funds

	Level of leadership and management responsibilities 
· Responsibility for leading and managing a work team or section and for leading technical change in their area of subject matter expertise
· Responsibility for leading and managing work in relation to a major organisational capability
· Responsibility for the quality of work undertaken and decisions made by the work area and for the achievement of project outcomes

	Level of expertise
· The maintenance and provision of a high level of specialist, professional and technical advice in relation to novel, complex matters across a broad range of technical disciplines
· A need to apply significant professional knowledge and judgement across several disciplines or fields directly relevant to the work area and in relation to highly complex professional work 
· A requirement to ensure that employees maintain specialist, professional and technical expertise
· A need for the capacity to research, analyse and interpret and provide advice on complex information

	Level of representation, negotiation and liaison required
· Responsibility for liaising, engaging and managing relationships with stakeholders[footnoteRef:7] and a need to establish and maintain internal and external networks [7:  Stakeholders include  internal stakeholders, entities (auditees) , the Parliament and other audit industry members
] 

· Responsibility for representing the organisation in external forums

	Level of strategic focus
· A requirement to make a fundamental contribution to the objectives of the ANAO, demonstrating a very high level of originality, innovation and creativity
· Accountability for the establishment of priorities and the achievement of required corporate outcomes within area of responsibility
· Significant responsibility for recommending strategic directions and implementing operational strategies aimed at achieving broad organisational objectives
· Sound decision-making and judgement with a focus on research and analysis and the ability to identify potential risks 



	
Primary responsibilities – the work of an EL 2 may comprise some or all of the following:


	Audit 
· Lead and manage a work team responsible for large, complex, high risk and strategically important audit services 
· Plan, manage and deliver more complex and sensitive individual performance audits within budgets, timeframes and in conformance with ANAO standards
· Engage appropriate expertise to inform audit activities and outcomes
· Review all areas of audit coverage
· Conduct executive briefings in relation to audit findings
· Issue audit opinions for less complex and lower risk financial statement audits
· Exercise quality control and assist with the conduct of quality assurance processes including the benchmarking of ANAO audit processes
	Enabling and Support
· Provide strategic direction to a business area, including developing strategies, priorities and work practices to achieve ANAO objectives
· Manage and monitor workflow and performance for a business area
· Provide leadership and management to staff, including developing, coaching and mentoring staff 
· Provide clear, fair, accurate and timely performance feedback and manage underperformance 
· Oversee the preparation of complex and/or sensitive correspondence, corporate documentation, technical and professional reports, recommendations, submissions, proposal papers and notes
· Manage corporate functions within a work area
· Initiate and oversee staffing processes and provide recommendations to the delegate
· Manage and co-ordinate complex projects and  services that have impacts across the ANAO including significant contract management
· Provide expert advice and assistance to team members performing specialist, professional work
· Lead and manage change and take responsibility for continuous improvement processes 
· Review and improve performance audit techniques
· Manage quality assurance practices and risk assessment and risk management activities
· Develop budgets and manage finances, contracts, procurement, resources and expenditure within a section or business area, negotiate resource and budget allocations
·  
· Oversee the development and provision of training programs
	Stakeholder Management 
· Resolve very complex and sensitive client/auditee issues in escalated cases, in consultation with more senior staff
· Negotiate at senior levels with external organisations
· Supervise contractors/consultants
· Promote and manage relationships and key strategic alliances with internal and external stakeholders
· Co-ordinate cross program and collaborative activities and manage projects that have an organisation-wide or cross-stakeholder impact
· Represent and promote the ANAO and individual audit products to client agencies and external bodies
· Define project scope, goals and deliverables in collaboration with project board and stakeholders
· Communicate project expectations to team members and liaise with stakeholders to ensure objectives are met
· Represent the ANAO in a range of senior management and professional forums and at conferences, meetings, committees and seminars
· Liaise, consult and negotiate with Government, industry and other collaborators on a range of complex technical and policy issues
· Liaise with relevant professional bodies and associations
	Policy 
· Identify  strategic policy directions for the  ANAO and provide strategic policy advice to senior staff, the Executive and external stakeholders 
· Oversee the development of audit policies, manuals and better practice guides
· Anticipate and assess the impact of changes in Government policy and initiate and contribute to the development of appropriate responses across the agency
· Liaise, consult and negotiate with other Government, industry and community groups on a range of complex policy and audit issues
· Monitor and evaluate policy initiatives
· Provide specialist technical advice on more complex and sensitive areas of policy to senior staff, the Executive and external stakeholders
	Technical / Professional 
· Provide significant professional and technical advice 
· Provide strategic advice to the Executive in area of specialisation
· Oversee and prepare high level technical/professional reports
· Prepare and review research proposals
· Undertake more complex research in area of specialisation
· Maintain professional knowledge and continue to develop knowledge and expertise in relation to professional skills
· Develop and deliver education services in area of expertise
· Oversee a professional work unit and provide expert advice and assistance to team members performing specialist, professional work
· Provide high level analysis and design of technical solutions and co-ordinate implementation across the ANAO
· Identify legal risks , identify the need for legal opinion and escalate complex legal issues to the Executive
· Appear in external jurisdictions in complex matters on behalf of the ANAO
· Oversee the procurement and provision of legal advice from legal professionals in relation to more complex matters



	Required Capabilities – as per the Capability Framework (see <link>)
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