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High Court of Australia, Canberra
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Manager Education and Court Guides
Canberra Part time ongoing
Three days a week (22.5 hours)
High Court Employee Level 6: $81,184 - $92,316papaid on a pa pro rata basis for hours worked  

plus Superannuation 

This position is located in the High Court building, Parkes Place, Canberra. The High Court is the highest court in the Australian judicial system. It was established in 1901 by section 71 of the Constitution. The functions of the High Court are to interpret and apply the law of Australia; to decide cases of special federal significance including challenges to the constitutional validity of laws and to hear appeals, by special leave, from Federal, State and Territory courts. The seat of the High Court is in Canberra, where it is located in its own building within the Parliamentary Triangle. Further information is available from www.hcourt.gov.au 

About the job
Details:
Manager Education and Court Guides 



High Court Employee Level 6 Part time ongoing


$81,184 - $92,316 pa paid on a pa pro rata basis on hours worked 

plus Superannuation



Three days a week/22.5 hours or 45 hours a fortnight



Public Information and Education Group



Located in Canberra



Some evening and Sunday work is required
Public Information and Education within the Court conducts educational programs for school groups and the general public with a view to enhancing awareness of the Court’s constitutional role and the rule of law. This is provided through education talks, the website, publications, media releases, events and concerts.
We are seeking a passionate educator with the skills to oversee and lead a group of dedicated Court Guides in their delivery of specialised material to school groups and the public. This role is also responsible for the planning, development, motivating and organising staff on a roster basis as well as developing and overseeing the delivery and evaluation of educational based programs. 

Contact Officer: 
Ben Wickham, Senior Executive Deputy Registrar
telephone 02 6270 6893
 

Duty Statement

Description:

In accordance with the High Court of Australia Work Level Standards and WHS responsibilities, under general direction lead and manage the Court Guide team to provide public information and educational services to visitors of the High Court building.  Some evening and weekend work may be required.
Duties: 

1. Manage, develop and supervise a team of Court Guides (front of house) in the training and delivery of presentations that inform and educate visitors on the history, role and function of the High Court of Australia; 

2. Undertake research, analysis, integration and evaluation of educational information/programs;
3. Develop and support complex relationships with internal and external stakeholders and participate in forums and committees;
4. Manage the collection of visitor statistics and feedback including analysis of data and make recommendations for improvement;
5. Respond to requests and co-ordinate non-official functions and exhibitions, including the Sunday Concert program;
6. Greet and escort official visitors. 
7. At times you may be required to assist with other duties related to this role. 
Selection Criteria:
1. Demonstrated skills in leading and managing  a team of a diverse, casual team including coaching and mentoring to improve individual and team performance;
2. Well-developed communication skills, both oral and written, including:

· Experience in providing information services to the general public and school children, as well as including public and educational presentations;

· Developing and maintaining internal and external relationships through consultation, diplomacy  and sharing of information; and

· Ability to collect, analyse and report on statistics relating to public access, events and other activities relevant to the role of High Court Guides.

3. Highly developed organisational skills, including the ability to manage competing priorities in, at times, a high demanding environment;

4. A proven record of implementing and successfully executing research-based, best-practice education and learning methods;
5. Experience in planning and delivering public events;

6. Demonstrated working knowledge of standard desktop software applications.

Qualifications and experience:
Mandatory
· The ability to obtain an ACT Working With Vulnerable Persons Card
Desirable:

· Experience in management of staff in the provision of public information and educational services on a roster basis.

· Knowledge of Microsoft systems including Word and Excel

Contact:
Ben Wickham, Senior Executive Deputy Registrar
Telephone: 02-6270 6893 

How to apply
For your application to be considered, it must include the following documents:

1. an application cover sheet, including referee details (refer page 8)

2. your current resume

3. a statement addressing the selection criteria
Preference is for electronic lodgement of applications, as one pdf document, by email to the HR Manager, hr.officer@hcourt.gov.au .  A hard copy application may be lodged by post to:

HR Manager

High Court of Australia

PO Box 6309

KINGSTON ACT 2604

The closing date for applications is 10am Monday 22 July 2019.
Please note that applicants who do not address the selection criteria will not be considered.
Those selected for interview will be advised of the outcome of their interview at the completion of the recruitment process.
The Selection Process

The selection process ensures applicants with the appropriate mix of skills and knowledge for the effective and optimal operation of the Court are selected.  The selection process also ensures accurate assessment of all applicants and objective decision-making.

On the basis of written applications the Committee will short-list applicants for further assessment.

Interviews

The selected applicants will be notified of the time and location of their interview.  After interview, applicants may be asked to complete a practical assessment or give a presentation, and applicants will be notified when contacted if they need to prepare anything specific or bring anything with them to the interview. 

Referee comments will be sought after the interview.  Applicants should choose referees who can comment effectively and accurately on their current skills and abilities, experience and work performance that is relevant to the duties of the position. 

Completion

At the completion of the selection process a report will be written which may include an Order of Merit of suitable applicants.  Interviewees will be notified of the outcome of their interview in writing and will be given the opportunity for feedback. 

Conditions of engagement


Employees of the Court are employed under the High Court of Australia Act 1979, with the Determination under s26 (4) of the High Court of Australia Act 1979 Terms and Conditions of Employment of Employees. The following pre-employment checks will be conducted prior to the commencement of employment: 

 Australian citizenship evidenced by an Australian birth certificate or passport, or a certificate of Australian citizenship for applicants born overseas.

 A 100 point identity check.  In the case of a name change, a marriage certificate, deed poll or other legal evidence must also be provided.

 A previous employment/reference check. 

 A criminal history check.

 A pre-employment medical exam.

All employees are subject to a 6 months probationary period.
Please note that the High Court of Australia is not an APS employer, but it will recognise prior service with qualifying government employers.
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HIGH COURT OF AUSTRALIA
APPLICATION COVER SHEET
	Position Title:
	Manager Education and Court Guides
	Position Classification:
	HCE Level 6



Personal Details

	Title
	
	Surname
	

	Given Names
	
	Date of Birth

(optional)
	

	Postal Address
	

	Contact Phone No (business hours)
	

	Mobile Phone No
	

	You must be an Australian citizen to be eligible for employment at the High Court of Australia.

Do you have any restrictions that may prevent your employment with the High Court? Yes/no

Are you an Australian citizen?    (Please circle or delete)     YES /  NO

Do you require assistance in attending an interview?   Yes/No if yes please advise your requirements


	Are you currently a Commonwealth, APS or State government employee? (Please circle)     Department/Agency name:
	YES  /  NO

	AGS number
	

	Nominal Level
	
	Actual Level
	

	Ongoing Employee
	Yes/No
	Non-ongoing employee
	Yes/No

	Have you received a redundancy from a Commonwealth, APS or state government employer in the last 12 months? (Please circle or delete)     
	YES  /  NO


	Referee 1 Details
	
	Referee 2 Details

	Name:
	
	
	Name:
	

	Title:
	
	
	Title:
	

	Organisation:
	
	
	Organisation:
	

	Phone No:
	
	
	Phone No:
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_1622443538
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