19EW0005983

Government
of South Australia

Office of the Minister for
Hon lan Hunter MLC Environment and Water

Parliament House

81-95 Waymouth Street
North Terrace Adelaide SA 5000

ADELAIDE SA 5000 GPO Box 1047

Adelaide SA 5001

Tel 08 8463 5680
minister.speirs@sa.gov.au

Dear Mr Hunter

| refer to your application pursuant to the Freedom of Information Act 1991 (the Act) received
by the Office of the Minister for Environment and Water on 23 July 2019, seeking access to:

All documents, notes, correspondence and any other materials relating to the appointment
or recruitment of an office manager within the Minister's Office. This includes all internal
correspondence within the Minister's office where the office manager hiring process was
discussed.

Date range: 20/04/2019 — 23/07/2019
DETERMINATION

Searches of documents held by the Office of the Minister for Environment and Water have
found sixteen documents (16) documents within scope of your request.

As the Accredited FOI Officer, | have considered the documents and determined to grant you
full access to eight documents and partial access to eight documents pursuant to clause 6 of
the FOI Act with personal contact information redacted.

DISCLOSURE LOG

In accordance with PC045 — Disclosure logs for Non-personal information once a
determination has been provided, the Office is required to make information and documents
that have been disclosed available on the Department for Environment and Water website.
Information will be publicised online at https://www.environment.sa.gov.au/about-
us/freedom-of-information/foi-disclosure-log/minister-disclosure-log .

FEES AND CHARGES

There is no charge for processing this application.

YOUR APPEAL RIGHTS

If you are dissatisfied with this determination, you are entitled to exercise your rights to

internal review and appeal as outlined in the attached documentation, by completing the
attached Application for Review of Determination.



If you decide to apply to exercise your rights to review, the completed form must be returned
within 30 days to:

Principal FOI Officer

Office for the Minister for Environment and Water
PO Box 1047

ADELAIDE SA 5001

If you have any queries in relation to the above please contact me on telephone (08) 8463 5680
or email Minister.Speirs@sa.gov.au.

Yours sincerely

Lz

Carly McNeill
ACCREDITED FREEDOM OF INFORMATION OFFICER
Office of the Minister for Environment and Water

J.O November 2019

Encl: Document schedule
Release documents



Freedom of Information
DOCUMENT SCHEDULE

Reference No: 19EW0005983

Agency/Business Unit: Office of the Minister for Environment and Water
Title/Date: Office Manager recruitment/appointment — received on 23/7/2019
For period: 20/4/2019 to 23/7/2019

Notes:

Doc Brief Description Date of Full Part Reason/s
No Doc Access Access or
Refused
Access
1 Email providing referee details 17/6/2019 Part access Clause 6
la Attachment: Resume — Sally Mclnnes 17/6/2019 Part access Clause 6
2 Email regarding referee availability 17/6/2019 Part access Clause 6
3 Email providing National Police clearance 25/6/2019 Full access
3a Attachment: National Police clearance for Sally Mclnnes 16/5/2018 Part access Clause 6
4 Email regarding letter of offer — Office Manager 26/6/2019 Full access
4a Attachment: Tax file declaration Part access Clause 6
4b Attachment: Bank account details Part access Clause 6
4c Attachment: Employee details Part access Clause 6
4d Attachment: Offer of contract letter Part access Clause 6
de Attachment: Office Manager role description 19/4/2018 Full access
5 Department for Environment and Water (DEW) form: Request to fill a vacancy; Office Manager | 11/7/2019 Full access
6 Email notifying that Office Manager position advertisement went live to IWorkForSA website 23/7/2019 Full access
7 IWorkforSA webpage — Office Manager, Minister’s office 1/8/2019 Full access
7a Attachment: Office Manager role description (document same as 4e) 19/4/2018 Full access
7b Attachment: DEW guideline — Applicant guidelines Full access




Document 1

Mcinnes, Sally (DEW)

From: Bailey, Cullen (DEW)

Sent: Monday, 17 June, 2019 6:49 PM

To: Ross, Ken (DEW)

Subject: FW: Sally Mclnnes resume [SEC=Government, DLM=Sensitive:Personal]
Attachments: Sally_Mclnnes_resume_2018.docx

Security Classification:
Sensitive: Personal

From: Mclnnes, Sally (EPA) <Sally.Mclnnes@sa.gov.au>

Sent: Monday, 17 June, 2019 2:04 PM

To: Bailey, Cullen (DEW) <Cullen.Bailey@sa.gov.au>

Subject: Sally McInnes resume [SEC=Government, DLM=Sensitive:Personal]

Sensitive: Personal

Good afternoon Cullen,

Thank you for meeting with me today. As requested, please find a copy of my resume attached for your
consideration.

| would also like to offer the following referees:

6 - Documents affecting personal affairs

e Suzanne Behrendt, General Manager People and Performance (Current line
Manager) _
e Michele Virgo, A/Office Manager, Crown Solicitor’s Office rssms  (Previous Office Manager, Attorney-

General’s Office) — NB: | am still awaiting confirmation that Michele is available.
Cheers,

Sally Mcinnes

Team Leader Executive and Ministerial Liaison

People and Performance Group | Executive and Ministerial Liaison Team
Environment Protection Authority

Work Phone (08) 820 42047

GPO Box 2607, SA Adelaide 5001

A better environment for the health,
wellbeing and prosperity of all
South Australians

South Australia

This email message may contain confidential information, which also may be legally privileged. Only the intended recipient(s) may access, use, distribute or copy this email.
If this email is received in error, please inform the sender by return email and delete the original. If there are doubts about the validity of this message, please contact the
sender by telephone. It is the recipient’s responsibility to check the email and any attached files for viruses.

b% Please consider the environment before printing this e-mail.



1a

Sally Mclnnes

Full Name: Sally Mclnnes

Address: 6 - Documents affecting personal affairs
Work: (08) 8204 2047
MO b | | e: 6 - Documents affecting personal (PriV ate)

affairs

E-mail: sally.mcinnes@sa.gov.au (work)

6 - Documents affecting personal affairs (h om e)

Key skills and experience

Experienced office manager with ability to provide sound advice and support to a wide range of people
including Ministers, Chief Executives, Committees, Members of Parliament and the public.

Effective, high-level written and oral communication skills and experience.

Project management skills and efficient streamliner of workflow processes.

Political nous with experience in interpreting legislation and complying with government policies and
procedures.

Ability to think and act strategically, develop innovative solutions and monitor and review progress.
Diverse experience in the quality assurance, research and preparation of written materials.

Sound knowledge of the roles, functions and responsibilities of Government at all levels

Extensive computer skills including Microsoft Office suite, financial reporting, records management
(MS SharePoint), project management and internet and desktop publishing programs. Typing speed of
50WPM.

Career summary

Team Leader Executive and Ministerial Liaison, EPA (9 June 2014 — Current)

Ministerial Liaison Officer SafeWork SA, Deputy Premier’s Office (5 May 2013-8 June 2014)
Manager Liaison Team, SafeWork SA (27 Aug 2012—-14 Sept 2012, 8-19 Oct 2012, 29 Oct 2012—
14 Dec 2012, 12 March 2013-26 April 2013, 18 Dec 2013-8 Jan 2014) (approx. 5 months)
Principal Project Officer, SafeWork SA (February 2012—-3 May 2013)

Senior Business Support Officer, EPA (Mar 2009—Feb 2012, 23 May-2 Aug 2015) — Substantive position
Executive Officer, Government Business, EPA (various 2007-2011 approx. 2 years in total)
Project Officer, Strategy Management and Governance, EPA (April 2006—March 2009)

Manager, Strategy and Governance, EPA (December 2008—January 2009)

Project Officer (NRM Communications), DWLBC (July 2004—April 2006)

Leader NRM Media and Communications, DWLBC (December 2005)

Senior Marketing Officer, DWLBC (May 2005—-November 2005)

Project Officer, Office of the Chief Executive, DEH (March 2004—July 2004)

Executive Officer, SA Landcare Committee, DWLBC/PIRSA (12 March 1998—March 2004)
Project Officer, Premier's Food Advisory Council, PIRSA (8 Jan 1998-6 March 1998)

Chief Administrative Officer, Minister for Primary Industries (December 1994—July 1997)
Parliamentary Officer, Minister for Tourism and Industrial Affairs (July 1994—Dec 1994)

Senior Clerk, Minister of Transport & Correctional Services (Oct 1989—-Sept 1993)
Correspondence Clerk, Minister of Transport & Correctional Services (July 1986—0ct 1989)

Client Service Officer, Motor Registration Division, Noarlunga (Nov 1985-June 1986)


mailto:mcinnes.sally@dpc.sa.gov.au

Professional experience - detailed

Team Leader, Office of the Chief Executive, (ASO7) Environment Protection Authority (EPA)
9 June 2014 — current

Manage the Office of the Executive unit and ensure the effective coordination and provision of high
level advice and support to the Chief Executive, Executive team, Minister and EPA Board.

Interact with the Chief Executive, Executive, Board, Minister’s Office and key stakeholders including
industry, government, the media and community in the representation and management of significant
and topical issues.

Coordinate and prepare reports, briefings, presentations and responses on significant issues for the
attention of the Chief Executive, Executive, Minister or EPA Board.

Undertake consultative and liaison services for key departmental stakeholders to ensure policies,
strategies and plans reflect the agency's needs and issues.

Manage the EPA’s Freedom of Information and Public Register activities.

Prepare and quality assure Parliamentary briefing notes, Estimates briefings, responses to
correspondence and Ministerial briefings.

Undertake business planning and budget and accounting (Basware) activities for the Office of the
Chief Executive and coordination and leadership of Directorate business plans.

Ensure policy advice and analysis, reports and work practices are consistent with the quality
standards required by the agency.

Ensure appropriate recording and sharing of information to enhance the corporate knowledge of the
agency.

Ministerial Liaison Officer for SafeWork SA and Public Sector Workforce Relations (PSWR) (ASO6)

SafeWork SA, located in the Deputy Premier’s Office (Hon John Rau MP)
5 May 2013-8 June 2014

Ensuring the two-way flow of information between SafeWork SA, PSWR and the Minister’s office.
Providing an advisory service to agency and ministerial staff in relation to Government and
Parliamentary processes and procedures for the development of Cabinet submissions and Ministerial
reports and briefings.

Providing the Minister with materials for meeting Parliamentary expectations such as ensuring access
to appropriate and timely Parliamentary briefing notes, responses to Parliamentary questions,
ministerial statements and briefings or speaking notes for progressing legislative amendments.
Ensuring that written materials provided by the Department meet quality standards and are in
accordance with Government, Cabinet, Ministerial and agency standards and formats.

Preparing executive reports, Cabinet submissions, speech notes and responses to correspondence
for the Minister that are tailored to differing audiences.

Responding to calls from members of parliament and the general public in relation to industrial
relations issues.

Assisting in the identification of unresolved and / or emerging issues to which the Minister will need
to respond, and providing suggestions as to solutions, which may include (where appropriate) advice
in relation to policy.

Manager Liaison Team (ASO8) SafeWork SA
Aug 2012-14 Sept 2012, 8-19 October 2012, 29 Oct 2012—-14 Dec 2012, 12 March 2013-26 April 2013,
18 Dec 2013-8 Jan 2014

Current role and achievements:

Management of a multi-disciplinary team responsible for the planning, coordination and quality control
of information between SafeWork SA and the Minister’s Office.

Provide leadership and supervision including the management of all human and financial resources.
Design and implement appropriate quality control systems and processes to effectively manage and
track ministerial and executive correspondence.

Manage requests for information under the Freedom of Information Act 1991 and Work Health and
Safety Act 2012 in consultation with the Freedom of Information Officer & relevant Agency officers.
Build and maintain positive, strong and effective working relationships with a range of key government
stakeholders including SafeWork SA, the Minister's Office, WorkCoverSA and the Chief Executive
and Deputy Chief Executive of the Department of the Premier and Cabinet.

Résumé — Sally Mclnnes — 2018



Professional experience - detailed (continued)

Principal Project Officer, SafeWork SA Liaison Team (ASOG6) SafeWork SA
Feb 2012—-May 2013

e Drafted, edited and analysed responses to Ministerial questions and government enquiries.

e Coordinated and drafted Cabinet submissions, Parliamentary briefing notes, Parliamentary
Committee submissions and Estimates briefings and support materials to ensure currency, accuracy
and relevance.

e Provided leadership in the application of Cabinet processes and use of templates.

e Coordinated briefings etc. for Budget and Finance Committee and Auditor-General examinations.

e Maintain SafeWork SA Boards and Committees Information System and ensure they meet annual
reporting requirements and deadlines.

Senior Business Support Officer (ASO6), EPA
March 2009 — February 2012, June — July 2015
e Undertake risk management, strategic and business planning processes for the Division.
¢ Quality control of the Division’s written materials including timely, accurate preparation and recording
of:
o Parliamentary Briefing Notes and responses to ministerial briefings / correspondence
o Cabinet submissions, speech notes, departmental briefings and broadcast emails
o EPA Executive and Board papers and presentations
e Project management including coordination of the Division’s restructure.

Executive Officer, Government Business (ASO6), EPA
Dec 2011; Dec 2010-Jan 2011, Nov 2009-Jan 2010, Dec 2007—March 2009, Nov 2006—Feb 2007

e Coordinated timely, accurate responses to EPA Ministerial requests such as:
o preparing and updating of Parliamentary Briefing Notes
o coordination of strategic responses to ministerial briefings, correspondence, speech notes
o utilisation of a plain English to ensure issues of a technical or scientific nature are understood.
e Maintained the EPA’s electronic records management (eCourier) system for ministerial and CE
correspondence.
e Providing executive and administrative services to the Chief Executive, EPA Board and Minister.

Project Officer, Strategy Management and Governance (ASO5), EPA
April 2006—March 2009

e Strategic coordination, development and continuous improvement of annual and quarterly reporting
material, including leading the production of EPA Annual Reports and Agency Statements (budget).

e Management of EPA’s Cabinet business through preparing, coordinating and editing Cabinet
comments and Cabinet items for the forward agenda and quality assurance of EPA submissions.

e Developed and implemented systems and processes to enable the efficient and effective
management of CE and Ministerial requests.

e Prepared high quality briefings and submissions for Ministerial consideration.

e Developed and updated internal office policies for Cabinet processes and procedures.

e Coordinated cross-divisional responses to Ministerial and EPA correspondence and briefing requests.

Acting Manager, Strategy and Governance (ASO8), EPA
December 2008—-January 2009

e Exercised human resource, financial and procurement delegations as authorised to ensure
compliance with relevant legislation, policies, guidelines and procedures for the effective use of EPA
resources.

¢ Compliance with records management legislation, policies and current administrative practices.

¢ Lead, and worked in a multi-disciplinary team who manage a range of projects, including contract
management of external providers.

e Prepared and presented well-researched, clear and concise high-level reports, plans, discussion
papers and submissions for consideration by the Chief Executive, Minister and EPA Board.

Résumé — Sally Mclnnes — 2018



Professional experience - detailed (continued)

Project Officer (NRM Communications) (ASO4), Department of Water, Land and Biodiversity

Conservation (DWLBC)
July 2004—April 2006

e Prepared and published Natural Heritage Trust Annual Report 2003-04 and National Action Plan for
Salinity Annual Report from inception to 2004.

e Developed annual reporting templates and coordinated and presented annual reporting workshop for
Executive Officers of Statutory Authorities.
Preparation of media articles and Natural Resources Management (NRM) newsletters.
Researched and prepared Executive presentations on NRM issues.

e Coordinated and distributed a Business and Governance Manual for regional NRM Boards.

Leader, Natural Resources Management (NRM) Media and Communications (ASO7), DWLBC
December 2005

Edited and produced NRM Directions newsletter (December 2005).
Edited and produced Stock Journal NRM Advertorial including regional round-ups.

e Coordinated Memorandums of Agreement for NRM media monitoring between DWLBC and regional
NRM boards.

Senior Marketing Officer (ASO5), DWLBC
May 2005 — November 2005

e Ensured the general public, industry and special interest groups are aware of DWLBC’s work by
managing displays, exhibitions, launches at public forums and major events including:
o road-show public display for the 50-Year Anniversary of the 1956 Floods
o DWLBC presence at Paskeville Field Days and River Murray Youth Conference.
e Managed and maintained an updated intranet and website for DWLBC
e Worked with production houses including ensuring that produced work meets necessary quality
production requirements and negotiating timelines for delivery of urgent work including DWLBC
brochures, fact sheets, promotional items and presentation materials
e Supervised a full-time graphic designer and administrative officer.

Project Officer (ASO4), Chief Executive’s Office, Department for Environment and Heritage (DEH)
March 2004—July 2004

Executive support to DEH Risk Management and Audit Committees and DEH Consultative Forum.
Coordinated the Portfolio’s Budget Stakeholders Forum and Annual Reporting workshops.

Weekly report collation and quality control.

Prepared and communicated the DEH Risk Management Policy.

Coordinated presentations / workshops to promote the DEH Corporate Plan.

Executive Officer, South Australian Landcare Committee (ASO4), DWLBC and Primary Industries

and Resources SA (PIRSA).
March 1998-March 2004

e Promoted the landcare ethos through coordination and project management of high profile
promotional activities such as the SA Landcare Awards and the Olympic Landcare Project. This
included preparing and writing speech notes, MC running sheets and press releases; project and
event management and budget development and reconciliations.

e Executive support to a high-level Government Committee including the preparation of agendas,
minutes, briefings, annual reports and supporting materials and payment of sitting fees.

e Provided executive administrative support and policy advice on landcare issues through ministerial
briefing papers, Cabinet submissions and National Landcare Project proposals.

e Provided administrative support to community landcare groups in South Australia.

e Coordinated and developed presentations and promotional materials.

Résumé — Sally Mclnnes — 2018



Professional experience - detailed (continued)

Project Officer, Premier’s Food Advisory Council (ASO3), PIRSA.

January 1998—-March 1998

e Provided executive administrative support to the Premier's Food Advisory Council including
preparation of agenda papers, briefings and supporting materials.

e Contributed to the provision of a comprehensive report and letter writing service.

e Provision of accurate information to the Premier's Food Advisory Council and Executive by
undertaking research and special projects.

Chief Administrative Officer to the Minister for Primary Industries (ASO5) (Hon Rob Kerin MP and

Hon Dale Baker MP)
December 1994—July 1997

e Provision of an effective, confidential and comprehensive administrative and secretarial service to the
Minister including supervision and direction of administrative staff and operation of the office budget.

e Provided and managed effective computerised correspondence systems.

e Continuous improvement of Ministerial Office functions and procedures.

e Advisory service to the Minister in liaison with senior agency officers, ministerial staff, and Members
of Parliament and quality assurance of all written materials to be submitted to the Minister.

e Preparation of complex Cabinet submissions and correspondence for the Minister.

Parliamentary/Administrative Officer to the, Minister for Tourism and Industrial Affairs (ASO3)

(Hon Graham Ingerson MP)
July 1994-December 1994

e Provided a complete Parliament support service to the Minister.

e Examined and processed departmental submissions, reports and correspondence for the Minister's
attention and drafted replies to ministerial enquiries.

e Organised official functions by liaising with public and private sector identities, undertaking
appropriate hospitality arrangements and observing Government protocol, policies and priorities.

Senior Clerk (ASO3) to the Minister of Transport, Correctional Services and Finance.

(Hon Frank Blevins MP and Hon Barbara Wiese MLC)
October 1989-September 1993

e Advised, trained & directed clerical staff in the operation of computerised correspondence systems.

e Prepared letters, minutes, reports and Cabinet submissions for the Minister.

e Providing advice and direction on administrative procedures, staff counselling, training and
development.

e Records management.

e Parliamentary service including processing Questions On and Without Notice, preparing
parliamentary Bill Folders and monitoring the passage of relevant Legislation through Parliament.

Correspondence Clerk to the Minister of Transport, Correctional Services, State Services and Minister

Assisting the Treasurer (ASO2). (Hon Gavin Keneally MP, Hon Frank Blevins MP)
July 1986—October 1989

Indexed incoming and outgoing correspondence and documents.

Travel arrangements including booking flights and accommodation.

Receptionist and secretarial support and word-processing.

Payment of minor accounts, petty cash float, stationery, office furniture and supply orders.

Client Service Officer (ASO1), Motor Registration Division, Noarlunga.
November 1985-June 1986

e Conducted written and oral driver’s licence examinations.
e General counter and telephone enquiries, correspondence including the payment of accounts.

Résumé — Sally Mclnnes — 2018



Professional development

Microsoft Outlook: Expert (constant use)
Microsoft PowerPoint:  Expert (moderate use)
Microsoft Internet Explorer Intermediate (constant use)
Microsoft Access Intermediate (minimal use)

Microsoft Word  Expert (constant use)
Microsoft Project Basic (minimal use)

Microsoft SharePoint (document management & Intermediate (moderate use)
storage system)

eCourier (Govt records management system) Expert (constant use) (EPA Administrator)
Basware (procurement & invoicing system) Basic (minimal use)

Support roles

EPA Reconciliation Committee
2016 — current EPA Reconciliation Committee member
Work Health and Safety

2009 — 2012 - Various — EPA (Deputy Health and Safety Representation);

DWLBC; PIRSA - OHSW Committee member
Internal auditor - quality systems

2010 — 2012 — Member of the EPA internal auditing team
Bullying, Harassment and Discrimination

2006 — 2010 EPA Contact Officer for Bullying, Harassment and Discrimination
First Aid

Multiple roles within DWLBC / PIRSA including Senior First Aid Officer

Mental Health First Aider
Disability Action Steering Committee

2005 — DWLBC Disability Action Steering Committee member
Education

1984 Matriculation (Year 12) at Seacombe High School
2013: Commenced - Certificate IV in Small Business Management at Adelaide TAFE SA

Licences/Certificates

Driver’s licence (SA) - Class C
Motorcycle licence (SA) - Class R
Firearms licence (SA) - Class A (1234), Class B (123) & Class H (1)

Unit of Competency | Name Issue Date Renewal Date
MSMPER200 Work in accordance with an issued permit | 22/8/2017

MSMPER205 Enter confined space 22/8/2017

MSMWHS217 Gas test atmospheres 22/8/2017

HLTAIDOO1 Provide cardiopulmonary resuscitation 13/12/2017 12/12/2018
HLTAID002 Provide basic emergency life support 16/7/2017 16/07/2020
HLTAIDO03 Provide first aid 16/7/2017 16/07/2020

Résumé — Sally Mclnnes — 2018



Licences/Certificates (continued)

Unit of Competency | Name Issue Date Renewal Date
CPCCOHS1001A Work Safely in the Construction Industry | 13/06/2017
(White card)
SITHFABOO2 Provide Responsible Service of Alcohol 18/12/2017
Accredited Mental Health First Aid 12/12/2016
Ref: 50189138 National Police Check — vulnerable people | 13/08/2017 12/8/2018
Hygiene for Food Handlers 27/12/2017
Barista Basics 16/12/2017
RIIWHS204D Work Safely at Heights 24/1/2018 23/1/2020

Professional development

e Accredited Freedom of Information Officer — State Records — February 2016

e State Government Procurement training — DEWNR — October 2014

e Risk Communication and Public Negotiations — Alvin Chung — July 2014

¢ Mental Health and the Workplace: Bullying and Harassment workshop for leaders (IPAA)-June 2014

¢ |IPAA International Congress in Melbourne — September 2012

e The Write Stuff intensive business writing workshop (Cool Rules) — June 2012

e Health and Safety Representative Level 1 (SA Unions) — April 2011
e Editing and proofreading workshop (IPAA) — March 2011
e Advance MS Powerpoint course (Electus) — February 2011

e Intermediate MS Excel Training (Electus) — February 2011

e Internal/Management Systems Quality Auditor Training (SAI Global) — May 2010
e Freedom of Information Induction (State Records) — March 2010

e Records Management Awareness (State Records) — February 2009
e Transition into Leadership and Management (OzTrain) — February 2008

e Strategic Thinking and Planning — Adelaide University — November 2007
e Global Reporting Initiative GRI Training (DPC/DTED) — March/June 2007
e Performance Measurement & Report Program — Logic model development - Feb. 2007

e Managing workplace relationships (MJL People Dynamics) — December 2006

e eCourier Administrator Training (Planet Software) — June 2006
e Writing for Online media (Electus) — February 2006

e Photoshop 7 and Dreamweaver MX - Advanced (Electus) — August & October 2005

e RecFind Training (DWLBC) - September 2005

References

Ms Suzanne Behrendt (Current Manager)
Manager People and Performance, Environment Protection Authority
P h one :s - Documents affecting personal affairs M 0 b | I e: gf;ali)’gcumenls affecting personal

Mr Peter Dolan (Previous Director)

Director Regulation, Environment Protection Authority

= 6- Documents affecting personal affairs b H I = 6- Documents affecting personal
Phone: Mobile: g2
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Document_,a 3
Mcinnes, Sally (DEW)

From: Mcinnes, Sally (EPA)

Sent: Monday, 17 June, 2019 2:48 PM

To: Bailey, Cullen (DEW)

Subject: Confirmation that Michele Virgo is available to provide a reference [SEC=Government,

DLM=Sensitive:Personal]

Security Classification:
Sensitive: Personal

Sensitive: Personal
Hi Cullen,

} have caught up with Michele and confirmed she is available to provide a reference if you need.
Cheers, Sally Mc

Sally McInnes

Team Leader Executive and Ministerial Liaison

People and Performance Group | Executive and Ministerial Liaison Team
Environment Protection Authority

Work Phone (08) 820 42047

GPO Box 2607, SA Adelaide 5001

A better environment for the health,
wellbeing and prosperity of all
South Australians

www.epa.sa.gov.au

South Australia

This email message may contoin confidential information, which also may be legally privileged. Only the intended recipient(s) may access, use, distribute or copy this email.
If this email is received in error, please inform the sender by return email and delete the original. if there are doubts about the validity of this message, please contact the
sender by telephone. It is the recipient’s responsibility to check the emoil and any attached files for viruses.

@% Please consider the environment before printing this e-mail.



Document 3

McInnes, Sally (DEW)

From: Ross, Ken (DEW)

Sent: Tuesday, 25 June, 2019 11:12 AM

To: Cook, Karlee (EPA)

Subject: FW: Emailing: Sally_MCINNES_National__poiice_c!earancemMay_ZO18 [DLM=For-
Official-Use-Only]

Attachments: Sally_MCINNES_National_police_clearance_May_2018. pdf

Follow Up Flag: Follow up

Flag Status: Completed

Security Classification:
For Official Use Only

For Official Use Only

Hi Karlee,

I'm putting through the form for Sally now.
Regards

iKen

From: McInnes, Sally (DEW) <Sally.Mcinnes@sa.gov.au>

Sent: Tuesday, 25 June, 2019 10:48 AM

To: Ross, Ken (DEW) <Ken.Ross@sa.gov.au>

Subject: Emailing: Sally_MCINNES_National_police_clearance_May_2018 [DLM=For-Official-Use-Only]

For Official Use Only

Your message is ready to be sent with the following file or link attachments:

Sally_MCINNES_National_police_clearance_May_ 2018

Note: To protect against computer viruses, e-mail programs may prevent sending or receiving certain types of file
attachments. Check your e-mail security settings to determine how attachments are handled.



Document 3a

InterCheck

AUSTAALIA
An ACIC Accredited Agency

NATIONAL CRIMINAL HISTORY CHECK

interCheck Reference No: 206408

Reason for Check: Employment - Office Manager
Date of Issue: 16 May 2018
“ Check Type: Standard - Aged/Children/Vulnerable

This document certifies that a search of the National Criminal History database has been conducted on:

Sally Anne MCINNES, born on?\'

NAriimaonte

Also known as: Sally Anne
Documents
Sally Anneggacting

At the date of issue there were NO disclosable court outcomes recorded against the above named.

Autherised by:

. hemarorn

Hayden Langhorn - Director
InterCheck Global Pty Ltd T/A InterCheck Australia

NATIONALLY CCORDINATED CRIMINAE HISTORY CHECK

LIMETATIONS ON ACCURACY AND USE OF THIS INFORMATION

1. This nalicnally coordinated criminat hislary check provides a paint in time check aboul the applicant for an autharised nationally coardinated criminal histary check calegory and purpose.
Information abtained through this check should nat be used for any other purpose.

2. The accuracy and qualily of information provided in this nationally coordinated criminal history check depends on accurate identification of the applicant which is based on information,
including afiases, about the appiicant pravided in the application and the comprehansiveness of polica racords.

3. \Wnile every cara has bean taken by Ihe Australian Criminal Intelligence Commission (‘ACIC’) to condugt a search of police information held by it and Auslralian police agencies that relates lo
he applicant, this nationally canrdinated criminal history check may notinclude all palice information about the applicant. Reasons for ceniain informalion being excluded from the naticnally
coordinated criminal history check inckide the operation of faws that prevent disclosure of certain information, or that the applicant’s record is not identified by the search process across the
agencies' relevant infarmatlen holdings.

4. This nationally caordinated criminal histary Check may contain any of the follewing information about an applicant:

a. charges;
b. court conviclions;
¢ findings of guilt with no conviction;
d. court appeararces;
2. good behaviour bonds ar alher court orders;
f. pending malters awailing court hearing;
g. traffic offence history.
{‘Disclosable Court Cutcoma’).
5. If (his nationally coordinated criminal history check contains a Disclosable Court Outcome, the enlily submitling the application s required to:

a. netify the applicant of the natienally coerdinated criminal history check; and

b. provide the applicant with a reasonable opporiunily to respond lo, or validate the information, in the nationally coordinated criminal hislory check.

&, Tothe extent permilled by faw, naither the ACIC nor Australian polica agencies accept respansibilily or liability for any emission or error in the natienally coordinated eriminat history check.

NATIONALLY COORDINATED CRIMINAL HISTORY CHECK PROCESS
The information in this nationally coardinated criminal hislory check has been oblained accerding to tha following process:
a. the ACIC searches its dafa heldings for petential matches with the name(s) of the applicant;
b, the ACIC and the relevant Ausiralian police agencias compare name mafches wilth solice informalien hald in Australian police records;
c. the relevant Australian police agency ldentifies any polica information held in its police records and releases the information subjest to refevant spent convictions, non-disclosure legislation




From: Mclnnes, Sally (DEW)

To: Cook, Karlee (EPA)

Subject: Paperwork: Letter of Offer - Office Manager [SEC=Government, DLM=Sensitive]
Date: Wednesday, 26 June, 2019 1:03:53 PM

Attachments: sallymcinnestaxdeclaration-26062019130126-0001.pdf

sallymcinnesbankdetails-26062019125640-0001.pdf
sallymcinnesemployeedetails-26062019125539-0001.pdf
sallymcinnescontract-26062019123718-0001.pdf
image001.qif

Document 4

Sensitive

Good afternoon Karlee,

Thank you for progressing this paperwork so quickly.
Please let me know if you need anything more.
Cheers, Sally Mc

Sally Mclnnes
A/Office Manager

Office of the Minister for Environment and Water

P: (08) 8463 5675
Level 10, 81-95 Waymouth Street, Adelaide SA 5000
GPO Box 1047, Adelaide SA 5001

environment.sa.gov.au
he information in this e-mail may be confidential and

ecipient is prohibited and may be unlawft

advise by return email

From: Cook, Karlee (DEW) <Karlee.Cook@sa.gov.au>

Sent: Wednesday, 26 June, 2019 12:20 PM

To: Mclnnes, Sally (DEW) <Sally.Mclnnes@sa.gov.au>

Subject: Letter of Offer - Office Manager [SEC=Government, DLM=Sensitive]

Sensitive

Hi Sally,

of the information to anyone othe

Thank you for your patience. Please find attached your letter of offer for the role of Office Manager within
the Minister’s Office. Can you please review, sign and send back to me as soon as possible? | have also
attached new starter paperwork; can you please complete these forms and send to me along with your

signed contract?
If you have any questions, please don't hesitate to contact me.

Kind regards,
Karlee Cook
HR Advisor

Organisational Performance Branch | People and Performance Group
Department for Environment and Water
P (08) 8463 6839


mailto:/O=STNORG/OU=EXCHANGE ADMINISTRATIVE GROUP (FYDIBOHF23SPDLT)/CN=RECIPIENTS/CN=MCINNES, SALLY (EPA)5DD
mailto:Karlee.Cook@sa.gov.au
http://www.environment.sa.gov.au/

I ato.gov.au

;, Australian Government  Tay file number declaration
Australian Taxation Office This declaration is NOT an application for a tax file number.
m Use a black or blue pen and print clearly in BLOCK LETTERS.
m Print X in the appropriate boxes.
= Read all the instructions including the privacy statement before you complete this declaration, 1

Section A: To be completed by the PAYEE

1

e number (1F)? slela] lolal] [Hal3)

o OR | have made a separate application/enquiry to
For more the ATO for a new or existing TFN.

information, see
question 1 on page 2 OR | am claiming an exemption because | am under
of the instructions. 18 years of age and do not earn enough to pay tax.

OR | am claiming an exemption because | am in
receipt of a pension, benefit or allowance.

What is your name? Title:  Mr I:I Mrs Miss D Ms D

Surname or family name

6 On what basis are you paid? (Select only one.)

Full-time Part-time Labour Superannuation Casual
employment employment hire _orannuity employment
income stream
7 Are you an Australian resident for tax purposes? Yes gl No D
(Visit ato.gov.au/residency to check)

8 Do you want to claim the tax-free threshold from this payer?

Only claim the tax-free threshold from one payer at a time, unless your
total income from all sources for the financial year will be less than the
tax-free threshold.
Answer no here and at question 10 if you are a foreign resident,
Yes . No D’ except if you are a foreign resident in receipt of an Australian
Government pension or allowance.

<L I =l T ]

First given name

BIAT S OO e

Other given names

9 Do you want to claim the seniors and pensioners tax offset by
reducing the amount withheld from payments made to you?
Yes D’ Complete a Withholding declaration (NAT 3093), but only if you No IZI

are claiming the tax-free threshold from this payer. If you have
more than one payer, see page 3 of the instructions.

(Al )]

If you have changed your name since you last dealt with the ATO,
provide your previous family name.

EENNENENNENENNENNEN

Month Year

What is your date of birth? .. 1/ @. / ....

What is your home address in Australia?

R el lglvolel Jsmleleler ] 1]
L e e e

uburb/town/lo

ggglillﬁmllllmmmmmm
Eusjcnnn

10 Do you want to claim a zone, overseas forces or invalid and invalid carer
tax offset by reducing the amount withheld from payments made to you?

Yes D} Complete a Withholding declaration (NAT 3093). No El

11 (a) Do you have a Higher Education Loan Program (HELP), Sludent Start-up
Loan (SSL) or Trade Support Loan (TSL) debt?

Your payer will withhold additional amounts to cover any compulsory N
repayment that may be raised on your notice of assessment. Z

(b) Do you have a Financial Supplement debt?

Your payer will withhold additional amounts to cover any compuisory .
Yes repayment that may be raised on your netice of assessment. No | X

DECLARATION by payee: / declare that the information | have given is true and correct.
Signature A

4 Date
W% { i Month Year
Sl - |5 /||/|||@

e There are penalties for deliberately making a false or misleading statement.

‘ @ Once section A is completed and signed, give it to your payer to complete section B. .

4 What is your business address?

Section B: To be completed by the PAYER (if you are not lodging online)
1 What is your Australian business number (ABN) or Branch number
withholding payer number? (if applicable)

0 O ety el

If you don’t have an ABN or withholding payer number,
have you applied for one?

w[ ] w] |

What is your legal name or registered business name
(or your individual name if not in business)?

ENERENEENNEENEREEED
ENNENENNNNNENERENEE
HNERNNEENNRRNERENEDN

DECLARATION by payer: / declare that the information | have given is true and correct.
Signature of payer

Date
Day WMonth

Inan/annn

Q There are penalties for deliberately making a false or misleading statement.

L

NAT 3092-07.2016 [JS 35902]

HNEENNEENNENNENEEEE
NN RNENEEEE

Suburb/town/locality

IINNEENENNENNEEEEEE

State/territor:

anianEn

5 Who is your contact person?

ARRRNNENENENENENEEE
osvesmasnnn [ T T ]

6 If you no longer make payments to this payee, print X in this box. D

0 Return the completed original ATO copy to: 0 IMPORTANT
Australian Taxation Office See next page for:
PO Box 9004 payer obligations
PENRITH NSW 2740 m lodging online.

Sensitive (when completed) ‘ml“HIHI““S‘I('JULMJ‘L‘6 H H H‘ _J






To note - Existing employees wishing to make changes to their banking details will need to complete the HRO5B Banking

Details (Existing Employee).
1. Employee details

Group: Office of the Minister for Environment

and Water
Employee No.: 2802320

Branch: (please complete) Minister's office

Name: (in full) Sally Anne Mclnnes

2. Primary Banking details (for depositing of your net pay)

Name of financial institution: Westpac Banking Corporation

Branch name: Reynella

Branch address: 109 Sherriffs Road, Reynella

State: SA

Post Code: 5161 Country: Australia

Name of Account Holder: (in full) Sally Anne Mclnnes

BSB code: (six digits) 735053
3. Bank 2

Account no. (max. 9 characters) 697451

Name of financial institution:

Branch address:

Branch name:

State: Post Code: Country:
Name of Account Holder: (in full)
BSB code: (six digits) Account no: (max. 9 characters)
Amount: § OR  Percentage: %
4. Bank 3
Name of financial institution: Branch name:
Branch address:
State: Post Code: Country:
Name of Account Holder: (in full)
BSB code: (six digits) Account no. (max. 9 characters)
Amount; $ OR  Percentage: ) %
5. Pay-Slips (post or email)
Would you like your pay-slip emailed to your government email address? B ves L] No

6. Additional Tax Details

| authorise the deduction of $ 150 per fortnight of additional tax from my pay.

7. Deduction Details

1. Name of organisation:

Fixed Amount/fortnight: $

2. Name of organisation:

Fixed Amount/fortnight: §

3. Name of organisation;

Fixed Amount/fortnight: $

4. Name of organisation:

Fixed Amount/fortnight; $

5. Name of organisation:

Fixed Amount/fortnight: $

Employee Signature =~

A

Signature:

Date: ol / & / 2’0(7

7

Please return completed form along with your HR23A Personal Details, Tax Declaration form and signed offer of employment to

the contact specified in your letter of offer.

Local HR Officer

Name:

Copy filed in: [ personal File

Your contact phone number:

Signature: Date: / /

Date: Vi /

Emailed to Shared Services on:

HROS5A Revised: 6 July 2018

Page 1 of 1







1. Employee details (DET)

Group: Office of the Minister for Environment &

Water

Branch: Minister's office

Employee No (if known): 2802320

Date of Birth: 31/03/1967 Title: Office Manager .

Surmame: Mcinnes

Name(1): Sally

Name(2): Anhe

Preferred name: Sally

2. How were you recruited into the South Australian Public Sector? (DET}

[[JGeneral Recruitment Scheme (1)
DGraduate Pragram (3)

W Traineeship (4)
DApprenticeship (5)

[:]Externaiiy Advertised Position (6)

[|Aboriginal Employment Program (7)
DDisability Empioyment Strategy {8)
[ INotice of Vacancies (N)

Xother, please specify (O):

3, What was your situation prior to gaining this position? (DET)

(] Employed within the same agency (1)
Employed by another SA Public Sector Org (2)
[ Interstate/Federal Public Sector Org (3)

|:] Employed in the Private Sector {(4)

[ studying at secondary school (5)

] Studying at University (6)

(] studying at TAFE (7}

[] studying with another training org (8) .
(] Other, please specify (9):

4, Home Address (ADR)

Home address: 8 Gertrude Street

Suburb: Morphett Vale

State: SA

Post code: 5162

Postal address (i different from above) {1):

Home Ph (include STD code). (08) 7123 0535

Mob Ph: 0410114254

5. Work Address - Physical Location (*mandatory) {ADR)

Work address (Street Address ~ e.g. 81-85 Waymouth St): Level 10, 81-95 Waymouth Street

Suburb: Adelaide

State: SA Post code: 5000

Wk Phone (if known): 8463 5675

Wk Mohile (if applicable and known)

6. Emergency contact information (**Include STD codes for Phone numbers below**)

Contact Person 1. (ADR)

Title: First Name: Colin

Surmame: McInnes

Relationship to you: Husband

Home Ph: (08) 7123 0535 Wark Ph:

Mobile Ph: 0409 795 548

Contact Person 2. (ADR)

Title; First Name: Rory

Surname: O'Brien

Relationship to you: Son

Home Ph: Waork Ph;

Maobile Ph: 0433 574 640

HR23A Revised: 6 July 2018

Page 1 of 4






7. Demographic Data

Responses to the following questions will provide the Department with information to understand and support its diverse workforce.
Your responses may be used for statistical purposes however all identifying details (name and employee number) will be removed
so that confidentiality is maintained. This information will be stored in your Personnel file.

A - Are you of Aboriginal, Torres Strait Islander or other Indigenous origin? (EEQ1)

Note: An Aboriginal person is identified as a person who s a descendant of an Indigenous inhabitant of Austratia and who
identifies and an Aboriginal.

A Torres Strait Islander is one who s g descendant of or a tradttzonal inhabitant of the Torres Strait Islands.

D Yes, Aboriginal (A)

[] Yes, Torres Strait Istander (B)

[] Yes, Aboriginal & Torres Straight Islander (C)

D Yes, Other Indigenous (D)

No ()

|:I Unknown (F)

B - Do you have an ongoing disability requiring adaptation of workplace? (incfudes work injured)
Note: Answer Yes if one or more of the following apply to you:
- You are restricted in the type of work you can do, or require modified working hours (restricted hours of work, different
time schedules or flexible hours of attendance); or
- You require your employer to provide adaptive equipiment, a modified work environment or make other special work
related arrangements, or
- You need ongoing assistance or supervision to carry out your duties.

L1 Yes No (EEO2)
C — What is the main language that you speak at (EEO3}
home other than English?
D ~ In which country were you born? Australia (EEO4)
E — In which country was your Mother born? Australia (EEO5)
F — In which country was your Father born? Australia (EEO6)
G - If not born in Australia, in what year did you (EEOT)
arrive in Australia?

H - Do you have any disabilities included in the definition below on an ongoing basis?
Note: Answer Yes if the following applies to you:
Disability is defined under Section 4 of the Commonwealth Disability Discrimination Act 1992 as:
a) Total or partial loss of the person’s bodily or mental functions; or
b) Total or partial loss of a part of the body; or
¢} The presence in the body of organisms causing disease or illness; or
d) The presence in the body of organisms capable of causing disease or illness; or
@) The malfunction, malformation or disfigurement of a part of the person’s body; or
f)  Adisorder or malfunction that results in the person learning differently from a person without the disorder
or malfunction; or
g} A disorder, illness or disease that affects a person’s thought processes, perceptions or reality, emations or
Judgement that results in disturbed behaviour

L] Yes No (EEOB)
1 - If answered yes to 1b please indicate which of the following type/s
Physical [ Yes ] No (EEQ9)
Intellectual [] Yes [] No {(EEO10)
Sensory eg. hearing or sight impairment [ | Yes (] No {EEO1T)
Psychological/psychiatric L] ves [ 1 No (EEO12)

HR23A Revised: 6 July 2018 Page 2 of 4





8. Education Details
Please enter the details of your qualifications below (if applicable). Enter your highest qualification first.

Qualification 1 (Highest Qualification) | Date Obtained: 30/11/1984 (EDU1)

Level (EDU2):

[ vear 10 (v10)

[ Year 11 (¥11)

B vear 12 (Y12)

EI Bachelor Degree (07)

[] Doctoral Degree (11)
D Honours Degree (13)
[[] other, please specify:

] Graduate Certificate (08)
[] Graduate Diploma (09)
|:| Masters Degree (10)

Provider Type (EDU3):
[:|Private Registered Training (PRTO)
DProfessional Association (PROF)

[CJuniversity (UNIV)
[_ITAFE (TAFE)

Institution name: (EDU4) Country: (EDUS5)
ABS Qual Code: (*refer pPg 4) (EDU6) Qualification Name: (EDU?)
What was the main field of study?: (EDUB8)
Manager sighted qualification: [_]Y [_JN (EDU10) Manager's name: (EDU11)
Qualification 2 | Date Obtained: /. (EDUT)

Level (EDU2):

D Year 10 (Y10) D Graduate Certificate (08) |:| Doctoral Degree (11)

|:i Year 11 (Y11) I:I Graduate Diploma (09) ] Honours Degree (13)

D Year 12 (Y12) |:] Masters Degree (10) [] Other, please specify:

[ Bachelor Degree (07)

Provider Type (EDU3): . )

[]Private Registered Training (PRTO) [Juniversity (UNIV)

[IProfessional Association (PROF) [ITAFE (TAFE)

Institution name: (EDU4) Country: (EDU5)
ABS Qual Code: (*refer pg 4) (EDUS) Qualification Name: (EDU7)
What was the main field of study?: (EDUB8)
Manager 5|ghted qUaIlflcaUOn DY DN (EDU10) Manager's name: (EDU‘] ‘])
Qualification 3 (Highest Qualification) \ Date Obtained: / / (EDUT)

Level (EDU2):

] Year 10 (Y10) [] Graduate Certificate (08) ] Doctoral Degree (11)

D Year 11 (Y11) |:| Graduate Diploma (09) |:| Honours Degree (13)

[ Year 12 (Y12) [] Masters Degree (10) [] other, please specify:

D Bachelor Degree (07)

Provider Type (EDU3): o

[Private Registered Training (PRTO) DUnlver5|ty (UNIV)

DProfessionaI Association (PROF) DTAFE (TAFE)

Institution name: (EDU4) Country: (EDUS5)
ABS Qual Code: (*refer pg 4) (EDUG) Qualification Name: (EDU7)
What was the main field of study?: (EDUB)
Manager sighted qualification: [_]Y [_IN (EDU10) Manager's name: (EDU1T)

Employee Signature
Date:éL /(c /5&\(7

e TR ’

Please return completed form along with your HRO5A Banking Details, Tax Declaration form and signed offer of employment to
the contact specified on your letter of offer.

Local HR Officer

Name: Signature: Date: / /
Copy filed in: [ personal File Emailed to Shared Services on: Date: ° / /

Your contact phone number:

HR23A Revised: 6 July 2018 Page 3 of 4





ATTACHMENT 1 - ABS Qual Code:

Agriculture

. AGRICULTURE, ENVIRONMENTAL & RELATED STUDIES

HEALTH - CONTINUED

Complementary Therapies

Horticulture and Viticulture

Other Health

Forestry Studies

INFORMATION TECHNOLOGY

Fisheries Studies

Computer Science

Environmental Studies

Information Systems

Other Agri., Environmental & Related Studies

Other Information Technology

. ARCHITECTURE AND BUILDING -

MANAGEMENT AND COMMERCE

Architecture and Urban Environment

Accounting

Business and Management

Building
e CREATIVE ARTS

Sales and Marketing

Performing Arts

Tourism

Visual Arts and Crafts

Office Studies

Graphic and Design Studies

Banking, Finance and Related Fields

Communication and Media Studies

Other Management and Commerce

Other Creative Arts

MIXED FIELD PROGRAMMES

EDUCATION

General Education Programmes {inc. Yr 10,11 & 12)

Teacher Education

Social Skills Programmes

Curriculum and Education Studies

Employment Skills Programmes

Other Education

Other Mixed Field Programmes

ENGINEERING AND RELATED TECHNOLOGIES

NATURAL AND PHYSICAL SCIENCES

Manufacturing Engineering and Technology

Mathematical Sciences

Process and Resources Engineering

Physics and Astronomy

Automotive Engineering and Technology

Chemical Sciences

Mechanical and Industrial Engineering & Tech.

Earth Sciences

Civil Engineering

Biological Sciences

Geomatic Engineering

Other Natural and Physical Sciences

Electrical & Electronic Engineering & Tech.

'SOCIETY AND CULTURE

Aerospace Engineering and Technology

Political Science and Policy Studies

Maritime Engineering and Technology

Studies in Human Society

Other Engineering and Related Technaologies

Human Welfare Studies and Services

FOOD, HOSPITALITY AND PERSONAL SERVICES -

Behavioural Science

Food and Hospitality

Law

Personal Services

Justice and Law Enforcement

: . HEALTH Librarianship, Information Mgmt & Curatorial Studies
Medical Studies Language and Literature
Nursing Philosophy and Religious Studies
Pharmacy Economics and Econometrics

Dental Studies

Sport and Recreation

Optical Science

Veterinary Studies

Other Society and Culture
b OTHER L

Public Health

Not Elsewhere Classified

Radiography

Rehabilitation Therapies

HR23A Revised: 6 July 2018
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Government of South Australia

Department for Environment
and Water

People and Perfermance
Organisational Performance

Level 6
81-95 Waymouth Street
Adelaide SA 5000

Sally Mcinnes GPO Box 1047
sally.mcinnes@sa.gov.au Adelaide SA 5001
y @ g Australia

Ph: +81 868204 9292
25 June 2019 Fax: +818 8463 4478
\.vww.environmenl.sa.gov.au

OFFER OF CONTRACT OF EMPLOYMENT FOR A TERM
WITH A RIGHT OF RETURN TO ALTERNATIVE PUBLIC SECTOR EMPLOYMENT

Dear Ms. Mcinnes,
Offer of term (temporary) employment

| am pleased to offer you employment in the Departiment for Environment and Water to perform
the duties of Office Manager within the Minister's Office.

If you accept this offer of employment you will be empiloyed on a fixed term contract for 37.5
hours per week. Your employment will commence on 24 June 2019 and expire on 27
September 2019, uniess lawfully terminated at an earlier time. You will receive a salary at the
fourth increment of the ASO7 remuneration level (presently $108,307 per annum). ’

Your employment will be pursuant to Section 45 of the Public Sector Act 2009 (PS Act).
Specifically, the employment will be pursuant to section 45(3)(b), for duties required to be
performed pending the cutcome of a selection process{es). Additional and specific terms and
conditions relating to your employment are set out in the attached document headed
“‘Employment Conditions”. Please read them carefully before accepting this offer.

If you wish to accept this offer of employment, please signify your acceptance by signing the
enclosed acceptance form and returning it by the specified return date.

[ look forward to you commencing on 24 June 2019 and | trust you will find working for the

Department for Environment and Water rewarding.

Yours sincerely

Mary-Anne Healy
AIDIRECTOR
OFFICE OF THE CHIEF EXECUTIVE





Enc.

Acceptance of Employment Offer

Banking Details

Employee Personal Details

Tax Fite Number Declaration

Important Information for Existing Public Sector Employees Regarding Right of Retum





EMPLOYMENT CONDITIONS

Application of the Public
Sector Act 2008 efe

Except as otherwise expressly provided for in the letter

' of offer and in this document, the terms and conditions

of your employment will be governed by any applicable
award or industrial instrument and the provisions of the
PS Act and Public Sector Regulations 2010 and any
Determinations made by the Commissioner for Public
Sector Employment under the PS Act. The letter of
offer and this document should he read in conjunction
with the PS Act and the Regulations,

Duties

. Your manager will provide you with a role description

that gives an indication of the type of duties you will be
engaged to perform. You may be lawfully directed to
perform any duties that a person with your skills and
abilities would reasonably be expected to perform.

Salary provisions and
movements

. You will receive a salary at the fourth increment of the

ASOT remuneration level (presently $108,307 per
annums).

You will be entitled to any salary increases required
under the award or enterprise agreement which binds
you and has force under the Fair Work Act 1894. The
relevant award and enterprise agreement are the
South Australian Public Sector Salaried Employees
Interim Award and the South Australian Modern Public
Sector Enterprise Agreement: Salaried 2017, You will
also he eligible to receive any allowance or other
monetary benefits which may be paid to an employee
under the PS Act and/or any applicable award,
enterprise agreement or industrial instrument.

Applicable legislation, awards, enterprise agreemenis
andfor other industrial instruments do not form part of
the terms of this contract. However, this in no way
impacts upon the entitlements contained in such
instruments. No Government or workplace policy forms
part of the terms of this contract.






4. Your employment will commence on 24 June 2019 and
Term of contract expire on 27 September 2019, unless:

- the selection process{es) of which your
employment was pending is/are completed earlier;

in which case the term of employment will end
SOOner.

* If the term of your contract ends prior to the
scheduled expiry date of 27 September 2019 due to
the reason above and your employment in the public
sector ends as a resulf, you will be entitled to 3 weeks
salary in lieu of notice for each year or part of a year
remaining until the normal expiration date of the
contract,

* You are not entitled to any payment if your contract
ends prior to the scheduled expiry date due to the
reason above if you either return to or are further
employed in any other employment in the public
sector following without a break in service.

5. If you are reemployed at the expiry of the period of
Reemployment employment, the reemployment may not be subject to
selection processes as might otherwise be required by
section 46 of the PS Act, at the discretion of the Chief
Executive or delegate.

8. Any ‘Additional employment conditions’ which apply to
this contract of employment, will not necessarily apply
to any new contract of employment and will be subject
to renegotiation if you are reemployed.

7. Your employment may be terminated by the exercise

Termination of of any powers to terminate under the PS Act.
Employment






Right of return to
alternative employment

8.

Please refer to the document entitled 'Important
Information For Existing Public Sector Employees Who
Enter Term Confracts Regarding Right of Return’.

Intellectual Property ete

10.

11.

In addition to the requirements of the Code of Ethics
for the South Australian Public Sector (the Code), you
shall not during or after your employment in the
Department for Environment and Water disclose to any
person any trade secret or secret process (including
patentable inventions) or confidential information of the
Crown in right of South Australia (the Crown), except
in the proper course of your duties, or with the prior
consent of the Chief Executive or delegate, or o the
extent you are required by [aw to do so.

In addition to the requirements of the Code and the
Public Sector (MHonesty and Accountability) Act 1994,
you shall not during or after your employment in the
Department for Environment and Water, make use of
any trade secref or secret process (including
patentable inventions) or confidential information of the
Crown, except in the proper course of your duties, or
with the prior consent of the Chief Executive or
delegate,

Any intellectual property invented or created by you as
a result of your employment in the Department for
Environment and Water, will remain the property of the
Crown, unless otherwise agreed in writing between the
Chief Executive or delegate and you.

Periodic Criminal History
and other Background
Screening

12.

If you accept this offer, you agree during your
employment to participate in criminal history and other
background screening in relation to you, upon request
by someone with authority to make such a request.






Term - For Duration of Vacancy or Selection Processes — s45(3)(b)
Right of Return to Alternative Employment

ACCEPTANCE OF OFFER EMPLOYMENT ON CONTRACT OF TERM UP TO 5 YEARS

Please complete this acceptance and return it to:
Karlee Cock, HR Advisor

People Partnering

Level 6, 81-85 Waymouth Street, ADELAIDE 5000
Karlee.cook@sa.gov.au

By Close of Business on 1 July 2019.

TITLE OF DUTIES: Office Manager

LOCATION: MINISTER’S OFFICE

AGENCY: DEPARTMENT FOR ENVIRONMENT AND WATER

| understand and accept the offer of Term employment in the terms outlined in the letter of offer
dated 25 June 2019.

Name: f)q\\q MYnnes

sunt: PN ome __20Jb] 2019

Note: Please retain a copy for your own records. Upon acceptance, all original pages of this
employment contract must be returned to the contact above.

[FULL NAME: Sally Mclnnes
RIGHT TO FURTHER EMPLOYMENT: ASO7 /| EPA






IMPORTANT INFORMATION FOR EXISTING PUBLIC SECTOR EMPLOYEES WHO ENTER
TERM CONTRACTS REGARDING RIGHT OF RETURN

If you are an existing public sector employee and have been employed by way of a Term

contract in another agency (“the host agency"), uniess the Chief Executive of the agency you

are employed in at the time you accepted the offer ("the home agency”) has determined

otherwise, you have a right of return to the home agency at the end of the term of the Term

contract.

You may not exercise the right of return to the home agency earlier than the end of the term of

the Term contract.

If you have been absent from the home agency for a period of more than two years {or other
period as agreed between the agencies) as a result of a Term contract, the home agency may,

by notice in writing, réquire you to make an election to return to that agency.

If you do not make an election within 28 days of receiving written notice or if you elect not to
return, you will lose the right of return. As a result, if you were employed in the home agency on
an on-gaing or longer term basis, you will be employed on that basis in the host agency at the

end of the current term appointment. You may be excess to requirements also.
If you return to the home agency, either by making an election or at the end of a Term contract,
you wilt be assigned duties which may be different to the duties you performed prior to the Term

contract in the host agency.

Please refer o Regulation 8 of the Public Sector Regulations 2010,

PUBLIC SECTOR ACT 2009 AND PUBLIC SECTOR REGULATIONS 2010





INTER-AGENCY TRANSFERS OF ON-GOING EMPLOYEES TO TERM
OR CASUAL EMPLOYMENT

IMPORTANT INFORMATION FOR MANAGEMENT

Where an on-going employee is transferred from one agency (the home agency) to term or
casual employment in another agency (the host agency), or where an employee employed on a
term basis in a home agency is iransferred to a shorier term or casual employment in a host
agency, their underlying on-going status is not affected by the fransfer. This is so regardless of

whether the transfer is at the employee's initiative or that of an agency.

Employees who transfer or are transferred to term or casual employment in another (host)
agency have a right of return to the home agency, unless the chief executive of that agency has
declared that there is no right of return to employment in a particular part of the agency's

operations.

When an employee has been absent from home agency for a period of 2 years or more - or
other period as agreed hetween the agencies - hecause of a transfer to term or casual
employment, the home agency may require the employee to make an election to return to
employment in the home agency on or before a specified or agreed date. If the employee fails

to make an election or elects not to return to the home agency, they will lose the right of return.

In circumstances where either an employee has no right of return to a home agency as a result
of a declaration by its chief executive OR they have failed to make an election or elected not fo
return to employment in the home agency; they will, at the conclusion of the relevant term or
casual employment, be employed in what will no longer be a host but a new home agency on
the (underlying) basis they were employed in the former home agency: that is longer term or on-

going employee - at their substantive remuneration level.





Where the term or casual employment of an employee who has or is transferred to term or
casual employment and the ferm of the employment expires or period of casual employment
ends, they will return to employment in the home agency (viz; the home agency does not
require the employee to make an election to return to employment in the agency). Upon return
o the home agency, the employee will be assigned duties but unless agreed between the
agency and employee, they may be different to the duties they performed prior to the Term

transfer.

See section 9 Public Sector Act 2009 and sub-regulations 6(4), 6(8) and 6(9) Public Sector
Regulations 2010
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Document 4a

Tax file number declaration

This declaration is NOT an application for a tax file number.
® Use a black or blue pen and print clearly in BLOCK LETTERS.

m Print X in the appropriate boxes
r-ato gov.au = Read all the instructions including the privacy statement before you complete this declaration, —l
Section A: To be Comelgtmegml?gytbg PAYEE 6 On what basis are you paid? (Select only one.)
1 What is your tax Full-time Part-time Labour Superannualion Casual
file number (TFN)? employment employment D hire D incorgtra as?PeL:g employment

o For more OR | have made a separate application/enquiry to - == —

: ; the ATO for a new or existing TFN. 7 Are you an Australian resident for tax purposes? Yesgl?::ﬁm no

infarryation, ses " , (Visit ato.gov.au/residency to check) persona atctn

question 1 on page 2 OR | am claiming an exemption because | am under D affairs g

of the instructions. 18 years of age and do not earn enough to pay tax. 8 Do you want to claim the tax-free threshold from this payer?

OR | am claiming an exemption because | am in Only claim the tax-free threshold from one payer at a time, unless your

receipt of a pension, benefit or allowance. total income from all sources for the financial year will be less than the

tax-free threshold
6

. 2 ) ; . g Answer no here and at question 10 if you are a foreign resident,
2 Whatis your name? Title: ~ Mr D Mrs Miss D Ms D Yesws  No :;fw ") except if you are a foreign resident in receipt of an Australian

Surname or family name ‘ 5 peona GOvernment pension or allowance.

ey I LT OO S

= Dnc.,,,. ’ Complete a Withholding declaration (NAT 3093), but only if you No B moime
22"1 ./ are claiming the tax-free threshold from this payer. If you have :Mmg

Other given names more than one payer, see page 3 of the instructions.
DDDDDDDDDDUUUUD 10 Do you want to claim a zone, overseas forces or invalid and invalid carer
— tax uffset by reducing the amount withheld from payments made to yuu"
3 If you have changed your name since you last dealt with the ATO, Ducu...e
provide your previous family name. afecing

NENNENNNNENNNEENNENE {f.’a?fgzt,11";:;;‘2231,5#532:?Tziazzaza""" P Bt it

6~ Doctisits afecing péisona aiars Docume’ Your payer will withhold additional amounts to cover any compulsory No D°°“'“e
4 What is your date of birth? aecting! repayment that may be raised on your notice of assessment. e

personal ranstn)

(b) Do you have a Financial Supplement debt? e

- % " 6-
Bocume YoUT payer will withhold additional amounts to cover any compuisory N Do
Tiecing repayment that may be raised on your notice of assessment. ecsn

Dncume

} Complete a Withholding declaration (NAT 3093). No nt

5 What is your home address in Australia?

6 - Documents affecting personal affairs ¥

DECLARATION by payee: / declare that the information | have given is true and correct.

L L LU | ooy,

Snburbiown/ocalite o Month Year
A ll/ll/lll@
State’ territo epnnglgmg affecting personal
e ° There are penalties for deliberately making a false or misleading statement.
‘ @ Once section A is completed and signed, give it to your payer to complete section B. .

Section B: To be completed by the PAYER (if you are not lodging online)
1 What is your Australian business number (ABN) or Branch number | 4 What is your business address?

e s | DO o e e e e
2 EdeDDgNEEEHDDP 28 ANEENNERNNERNENEEEE

have you applied for one? Suburb/town/locality

Yes D No D QEMDHHDEDDDDDDDDDDDD
3 What is your legal name or registered business name Ij DDDD

(or your individual name if not in business)?

DDDDDDDDDDDDDDDDDD[]5ﬁﬁﬁﬁﬁﬁﬁhmmmmmmmmmmm
QOO0 | S A e
ENARNANARNARNERNEND

g 6 If you no longer make payments to this payee, print X in this box. D
DECLARATION by payer: | declare that the information | have given is true and correct.

Signature of payer

Date 0 Return the completed original ATO copy to: 0 IMPORTANT
Day Wonth Australian Taxation Office See next page for:

DD /DD /DDDD PO Box 9004 = payer obligations
PENRITH NSW 2740 m lodging online.

Q There are penalties for deliberately making a false or misleading statement.

Sensitive (when completed H”l””'”l”ml”l” | H H HH
I ( pisted) 30920716 -

NAT 3092-07.2016  [JS 35902]




To note - Existing employees wishing to make changes to their banking details will need to complete the HRO5B Banking

Details (Existing Employee).
1. Employee details

Document 4b

Group: Office of the Minister for Environment

and Water

6 - Documents affecting

Em ployee NQ.: personalaffairs

Branch: (please complete) Minister's office

Name: (in full) Sally Anne Mclnnes

2. Primary Banking details (for depositing of your net pay)

Name of financial institution: Westpac Banking Corporation

Branch name: Reynella

Branch address: 109 Sherriffs Road, Reynella

State: SA

Post Code: 5161 Country: Australia

Name of Account Holder: (in full) Sally Anne Mclnnes

6 - Documents

BSB code: (six digits) afecing personal
3. Bank 2

6 - Documents

Account no. (max. 9 characters) affecingpersonal

Name of financial institution:

Branch address:

Branch name:

State: Post Code: Country:
Name of Account Holder: (in full)
BSB code: (six digits) Account no: (max. 9 characters)
Amount: § OR  Percentage: %
4. Bank 3
Name of financial institution: Branch name:
Branch address:
State: Post Code: Country:

Name of Account Holder: (in full)
BSB code: (six digits)

Amount; $ OR
5. Pay-Slips (post or email)

Account no. (max. 9 characters)

Percentage: » %

Would you like your pay-slip emailed to your government email address?

6. Additional Tax Details

[E Yes D No

| authorise the deduction of $ 150 per fortnight of additional tax from my pay.

7. Deduction Details

1. Name of organisation:

Fixed Amount/fortnight: $

2. Name of organisation:

Fixed Amount/fortnight: §

3. Name of organisation;

Fixed Amount/fortnight: $

4. Name of organisation:

Fixed Amount/fortnight; $

5. Name of organisation:

Fixed Amount/fortnight: $

Employee Signature

A__
6 - Documents affecting personal affairs

Signature:

Date: ol / & / 2’0(7

7

Please return completed form along with your HR23A Personal Details, Tax Declaration form and signed offer of employment to

the contact specified in your letter of offer.

Local HR Officer

Name:

Copy filed in: [ personal File

Your contact phone number:

Signature: Date: / /

Date: /i /

Emailed to Shared Services on:

HROS5A Revised: 6 July 2018

Page 1 of 1




1. Employee details (DET)

Group: Office of the Minister for Environment &

Water

Branch: Minister's office

6 - Documents affecting

Employee No (if known): 4™ Date of Bil’thig )

Title: Office Manager .

Surmame: Mcinnes

Name(1): Sally

Name(2): Anhe

Preferred name: Sally

2. How were you recruited into the South Australian Public Sector? (DET}

[[JGeneral Recruitment Scheme (1)
DGraduate Pragram (3)

W Traineeship (4)
DApprenticeship (5)

[:]Externaiiy Advertised Position (6)

[|Aboriginal Employment Program (7)
DDisability Empioyment Strategy {8)
[ INotice of Vacancies (N)

Xother, please specify (O):

3, What was your situation prior to gaining this position? (DET)

(] Employed within the same agency (1)
Employed by another SA Public Sector Org (2)
[ Interstate/Federal Public Sector Org (3)

|:] Employed in the Private Sector {(4)

[ studying at secondary school (5)

] Studying at University (6)

(] studying at TAFE (7}

[] studying with another training org (8) .
(] Other, please specify (9):

4, Home Address (ADR)

6 - Documents affecting personal affairs

Home address:

6 - Documents affecting personal affairs

Suburb: State: SA

6 - Documents

Post code; afecing

Postal address (i different from above) {1):

6 - Documents affecting personal affairs

Home Ph (include STD code);

6 - Documents affecting personal affairs

Mob Ph:

5. Work Address - Physical Location (*mandatory) {ADR)

Work address (Street Address ~ e.g. 81-85 Waymouth St): Level 10, 81-95 Waymouth Street

Suburb: Adelaide

State: SA Post code: 5000

Wk Phone (if known): 8463 5675

Wk Mohile (if applicable and known)

6. Emergency contact information (**Include STD codes for Phone numbers below**)

Contact Person 1. (ADR)

6 - Documents

Title: First Name: e e

6 - Documents affecting

SUrnAa e personal affairs

6 - Documents affecting

Relationship to you: personaatars

6 - Documents affecting personal affairs

Home Ph: Wark Ph:

- Documents affecting personal

Mobile Ph; s

Contact Person 2. (ADR)

6 - Documents

Title; First Name; atecing

personal affairs

6 - Documents

SUIMAME: afecing personal

Relationship to you: Baunens

Home Ph: Waork Ph;

6 - Documents affecting personal

Maobile Ph; sfers

HR23A Revised: 6 July 2018

Page 1 of 4




7. Demographic Data
Responses to the following questions will provide the Department with information to understand and support its diverse workforce.
Your responses may be used for statistical purposes however all identifying details (name and employee number) will be removed
so that confidentiality is maintained. This information will be stored in your Personnel file.
A - Are you of Aboriginal, Torres Strait Islander or other Indigenous origin? (EEQ1)
Note: An Aboriginal person is identified as a person who s a descendant of an Indigenous inhabitant of Austratia and who
identifies and an Aboriginal.
A Torres Strait Islander is one who is a descendant of or a tradttzonal inhabitant of the Torres Strait Islands.
°°°“”" Yes, Aboriginal (A)
p:. Yes, Torres Strait Islander (B)
Yes, Aboriginal & Torres Straight Islander (C)
Yes, Other Indigencus (D)
No ()
Unknown (F)
B - Do you have an ongoing disability requiring adaptation of workplace? (incfudes work injured)
Note: Answer Yes if one or more of the following apply to you:
- You are restricted in the type of work you can do, or require modified working hours (restricted hours of work, different
time schedules or flexible hours of attendance); or
- You require your employer to provide adaptive equipiment, a modified work environment or make other special work
related arrangements, or
- You need ongoéng assistance or supervision to carry out your duties,
Dg;ggfn"; Yes Documen N v (EEO2}
C — What is the main language that you speak at
home other than English?
D - in which country were you born?
E — In which country was your Mother born?
F - In which country was your Father born?
G - If not born in Australia, in what year did you
arrive in Australia?
H - Do you have any disabilities included in the definition below on an ongoing basis?
Note: Answer Yes if the following applies to you:
Disability is defined under Section 4 of the Commonwealth Disability Discrimination Act 1992 as:
a) Total or partial loss of the person’s bodily or mental functions; or
b) Total or partial loss of a part of the body; or
¢} The presence in the body of organisms causing disease or illness; or
d) The presence in the body of organisms capable of causing disease or illness; or
@) The malfunction, malformation or disfigurement of a part of the person’s body; or
f)  Adisorder or malfunction that results in the person learning differently from a person without the disorder
or malfunction; or
g} A disorder, illness or disease that affects a person’s thought processes, perceptions or reality, emations or
Judgement that results in disturbed behaviour

6~ Documents affecting personal affairs

6 - Documents affecting personal affairs

6 - Documents affecting personal affairs

6 - Documents affecting personal affairs

& - Documents affecting personal affairs

6=

en Yes e No (EEOB)
1 - If answered yes to 1b please indicate which of the following type/s
Physical [ Yes ] No (EEQ9)
Intellectual [] Yes [] No {(EEO10)
Sensory eg. hearing or sight impairment [ | Yes (] No {EEO1T)
Psychological/psychiatric L] ves [ 1 No (EEO12)

HR23A Revised: 6 July 2018 Page 2 of 4



8. Education Details

Document 4c

Please enter the details of your qualifications below (if applicable). Enter your highest qualification first.

Qualification 1 (Highest Qualification)

| Date Obtained: 30/11/1984 (EDU1)

Level (EDU2):
" Year 10 (Y10)
O vear 11 (Y11)
CU vear 12 (Y12)
nje Bachelor Degree (07)

[] Graduate Certificate (08)
] Graduate Diploma (09)
|:| Masters Degree (10)

[] Doctoral Degree (11)
D Honours Degree (13)
[[] other, please specify:

Provider Type (EDU3):
[:|Private Registered Training (PRTO)
[:]Professional Association (PROF)

DUniversity (UNIV)
[_ITAFE (TAFE)

Institution name: (EDU4) Country: (EDUS5)
ABS Qual Code: (*refer pg 4) (EDU6) Qualification Name: (EDU?)
What was the main field of study?: (EDUB8)
Manager sighted qualification: [_]Y [_JN (EDU10) Manager's name: (EDUTT)
Qualification 2 | Date Obtained: /. (EDU1)

Level (EDU2):

D Year 10 (Y10) D Graduate Certificate (08) |:| Doctoral Degree (11)

|:i Year 11 (Y11) I:I Graduate Diploma (09) ] Honours Degree (13)

D Year 12 (Y12) |:] Masters Degree (10) [] Other, please specify:

[ Bachelor Degree (07)

Provider Type (EDU3): . )

[]Private Registered Training (PRTO) []university (UNIV)

[lProfessional Association (PROF) LITAFE (TAFE)

Institution name: (EDU4) Country: (EDU5)
ABS Qual Code: (*refer pg 4) (EDUS) Qualification Name: (EDU7)
What was the main field of study?: (EDU8)
Manager 5|ghted qUaIlflcaUOn DY DN (EDU10) Manager's name: (EDU‘] ‘])
Qualification 3 (Highest Qualification) \ Date Obtained: / / (EDUT)

Level (EDU2):

] Year 10 (Y10) [] Graduate Certificate (08) ] Doctoral Degree (11)

D Year 11 (Y11) |:| Graduate Diploma (09) |:| Honours Degree (13)

|:| Year 12 (Y12) |:| Masters Degree (10) |:| Other, please specify:

D Bachelor Degree (07)

Provider Type (EDU3): o

[Private Registered Training (PRTO) DUnlver5|ty (UNIV)

DProfessionaI Association (PROF) DTAFE (TAFE)

Institution name: (EDU4) Country: (EDUS5)
ABS Qual Code: (*refer pg 4) (EDUG) Qualification Name: (EDU7)
What was the main field of study?: (EDUB)
Manager sighted qualification: [_]Y [_IN (EDU10) Manager's name: (EDU1T)

Employee Signature

P BN =
affecting personal affairs

Signature:

Date:c;L /(c /5&\(7

7

Please return completed form along with your HRO5A Banking Details, Tax Declaration form and signed offer of employment to
the contact specified on your letter of offer.

Local HR Officer

Name: Signature: Date: / /
Copy filed in: [ personal File Emailed to Shared Services on: Date: ° / /

Your contact phone number:

HR23A Revised: 6 July 2018 Page 3 of 4




ATTACHMENT 1 - ABS Qual Code:

Agriculture

. AGRICULTURE, ENVIRONMENTAL & RELATED STUDIES

HEALTH - CONTINUED

Complementary Therapies

Horticulture and Viticulture

Other Health

Forestry Studies

INFORMATION TECHNOLOGY

Fisheries Studies

Computer Science

Environmental Studies

Information Systems

Other Agri., Environmental & Related Studies

Other Information Technology

. ARCHITECTURE AND BUILDING -

MANAGEMENT AND COMMERCE

Architecture and Urban Environment

Accounting

Business and Management

Building
e CREATIVE ARTS

Sales and Marketing

Performing Arts

Tourism

Visual Arts and Crafts

Office Studies

Graphic and Design Studies

Banking, Finance and Related Fields

Communication and Media Studies

Other Management and Commerce

Other Creative Arts

MIXED FIELD PROGRAMMES

EDUCATION

General Education Programmes {inc. Yr 10,11 & 12)

Teacher Education

Social Skills Programmes

Curriculum and Education Studies

Employment Skills Programmes

Other Education

Other Mixed Field Programmes

ENGINEERING AND RELATED TECHNOLOGIES

NATURAL AND PHYSICAL SCIENCES

Manufacturing Engineering and Technology

Mathematical Sciences

Process and Resources Engineering

Physics and Astronomy

Automotive Engineering and Technology

Chemical Sciences

Mechanical and Industrial Engineering & Tech.

Earth Sciences

Civil Engineering

Biological Sciences

Geomatic Engineering

Other Natural and Physical Sciences

Electrical & Electronic Engineering & Tech.

'SOCIETY AND CULTURE

Aerospace Engineering and Technology

Political Science and Policy Studies

Maritime Engineering and Technology

Studies in Human Society

Other Engineering and Related Technaologies

Human Welfare Studies and Services

FOOD, HOSPITALITY AND PERSONAL SERVICES -

Behavioural Science

Food and Hospitality

Law

Personal Services

Justice and Law Enforcement

: . HEALTH Librarianship, Information Mgmt & Curatorial Studies
Medical Studies Language and Literature
Nursing Philosophy and Religious Studies
Pharmacy Economics and Econometrics

Dental Studies

Sport and Recreation

Optical Science

Veterinary Studies

Other Society and Culture
b OTHER L

Public Health

Not Elsewhere Classified

Radiography

Rehabilitation Therapies

HR23A Revised: 6 July 2018

Page 4 of 4




Document 4d

Government of South Australia

Department for Environment
and Water

People and Performance
Organisational Performance

Level 6
81-85 Waymouth Street
: Adelaide SA 5000
Sally Mclnnes GPO Box 1047
sally.mcinnes@sa.gov.au Adelaide SA 5001
v @ g Auslralia

Ph: +618 8204 9292
25 June 2019 Fax: +618 8463 4478
wvm.environmenl.sa.gov.au

OFFER OF CONTRACT OF EMPLOYMENT FOR A TERM
WITH A RIGHT OF RETURN TO ALTERNATIVE PUBLIC SECTOR EMPLOYMENT

Dear Ms. Mclnnes,
Offer of term (temporary) employment

| am pleased to offer you employment in the Department for Environment and Water to perform
the duties of Office Manager within the Minister’s Office.

If you accept this offer of employment you will be employed on a fixed term contract for 37.5
hours per week. Your employment will commence on 24 June 2019 and expire on 27
September 2019, unless lawfully terminated at an earlier time. You will receive a salary at the
fourth increment of the ASO7 remuneration level (presently $108,307 per annum). ’

Your employment will be pursuant to Section 45 of the Public Sector Act 2009 (PS Act).
Specifically, the employment will be pursuant to section 45(3)(b), for duties required to be
performed pending the outcome of a selection process(es). Additional and specific terms and
conditions relating to your employment are set out in the attached document headed
“Employment Conditions". Please read them carefully before accepting this offer.

If you wish to accept this offer of employment, please signify your acceptance by signing the
enclosed acceptance form and returning it by the specified return date.

[ lock forward to you commencing on 24 June 2019 and | trust you will find working for the
Department for Environment and Water rewarding.

Yours sincerely
6 - Documents affecting

personal affairs

Mary-Anne Healy
AIDIRECTOR
OFFICE OF THE CHIEF EXECUTIVE



Eng.

Acceptance of Employment Offer

Banking Details

Employee Personal Detalls

Tax File Number Declaration

Important Information for Existing Public Sector Employees Regarding Right of Return



EMPLOYMENT CONDITIONS

Application of the Public
Sector Act 2008 efe

. Except as otherwise expressly provided for in the letter

of offer and in this decumenti, the terms and conditions
of your employment will be governed by any applicable
award or industrial instrument and the provisions of the
PS Act and Public Sector Regulations 2010 and any
Determinations made by the Commissioner for Public
Sector Employment under the PS Act. The letter of
offer and this document should be read in conjunction
with the PS Act and the Regulations.

Dutles

. Your manager will provide you with a role description

that gives an indication of the type of duties you will be
engaged to perferm. You may be lawfully directed to
perform any duties that a person with your skills and
abilities would reasonably be expected to perform.

Salary provisions and
movements

. You will receive a salary at the fourth increment of the

ASO7 remuneration level {presently $108,307 per
annum).

You will be entitied o any salary increases required
under the award or enterprise agreement which binds
you and has force under the Fair Work Act 1994, The
relevant award and enterprise agreement are the
South Australian Public Sector Salaried Employees
Interim Award and the South Australian Modem Public
Sector nterprise Agreement: Salaried 2017, You will
also he eligible to receive any allowance or other
monetary benefits which may be paid to an employee
under the PS8 Act and/or any applicable award,
enterprise agreement or industrial instrument.

Applicable legislation, awards, enterprise agreements
andfor other industrial instruments do net form part of
the terms of this contract. However, this in no way
impacts upon the entitlements contained in such
instruments. No Government or worlglace policy forms
part of the terms of this contract.




4. Your employment will commence on 24 June 2019 and
Term of contract expire oh 27 September 2019, unless:

- the selection process{es) of which your
employment was pending isfare completed earfier;

in which case the term of employment will end
500ner.

* If the term of your contract ends prior to the
scheduled expiry date of 27 September 2019 due to
the reascn above and your employment in the public
sector ends as a result, you will be entitled to 3 weeks
salary in lieu of notice for each year or part of a year
remaining until the nonmal expiration date of the
contract,

* You are not entitled to any payment if your contract
ends prior to the scheduled expiry date due to the
reason above if you either return to or are further
employed in any other employment in the public
sector following without a break in service.

5. If you are reemployed at the expiry of the period of
Reemployment employment, the reemployment may not be subject to
selection processes as might otherwise be required by
sectlon 48 of the PS Act, al the discretion of the Chlef
Executive or delegate.

6. Any ‘Additienal employment conditions’ which appily to
this contract of employment, will not necessarily apply
to any new contract of employment and will be subject
to renegotiation if you are reemployed.

L 7. Your employment may he terminated by the exercise
Termination of of any powers to terminate under the PS Act.
Employment




Right of return o
alternative employment

8.

Please refer fo the document entitled 'Important
Information For Existing Public Sector Employees Who
Enter Term Contracts Regarding Right of Return’.

Intellectual Property etc

11

In addition to the requiremenis of the Code of Ethics
for the South Australian Public Sector {the Cede), you
shall not during or after your employment in the
Department for Environment and Water disclose to any
person any trade secret or secret process (including
pafentable inventions) or confidential informalion of the
Crown in right of South Australia (the Crown), except
in the proper course of your duties, or with the prior
consent of the Chief Executive or delegate, or to the
extent you are required by law to do so.

. In addition to tha requirements of the Cede and the

Public Sector (Honesty and Accountability) Act 1994,
you shall not during or after your employment in the
Department for Environment and Water, make use of
any trade secret or secret process (including
patentable inventions) or confidential information of the
Crown, except in the proper course of your dutjes, or
with the prior consent of the Chief Executive or
delegate.

Any intellectual property invented or created by you as
a result of your employment in the Department for
Environment and Water, wifl remain the property of the
Crowr, unless otherwise agreed in writing between the
Chief Executive or delegate and you.

Periodic Criminal History
and other Background
Screening

12.

If you accept this offer, you agree during your
employment to participate in criminal history and other
backgreund screening in relation {o you, upon request
by someone with authority to make such a request.




Term - For Duration of Vacancy or Selection Processes — s45(3)(b)

Right of Return to Alternative Employment

ACCEPTANCE OF OFFER EMPLOYMENT ON CONTRACT OF TERM UP TO 5 YEARS

Please complete this acceptance and return it to:
Karlee Cock, HR Advisor

People Partnering

Level 6, 81-95 Waymouth Street, ADELAIDE 5000
Karlee.cook@sa.gov.au

By Close of Business on 1 July 2019.

TITLE OF DUTIES: Office Manager

LOCATION: MINISTER’S OFFICE

AGENCY: DEPARTMENT FOR ENVIRONMENT AND WATER

I understand and accept the offer of Term employment in the terms outlined in the letter of offer
dated 25 June 2019.

-~ \ A
Name: ;-\)q«h\,/ W1 "’fm =
6 - Documents affecting . _
Signed:  personal affairs Date: 261k] 201 7
— = I

Note: Please rétar’n a copy for your own records. Upon acceptance, all original pages of this
employment contract must be refurned to the contact above.

FULL NAME: Sally Mclnnes
RIGHT TO FURTHER EMPLOYMENT: ASO7 | EPA




IMPORTANT INFORMATION FOR EXISTING PUBLIC SECTOR EMPLOYEES WHOQ ENTER
TERM CONTRACTS REGARDING RIGHT OF RETURN

If you are an existing public sector employee and have been employed by way of a Term

contract in ancther agency ("the host agency™), unless the Chief Executive of the agency you

are employed in at the time you accepted the offer ("the home agency") has determined

otherwise, you have a right of return to the home agency at the end of the term of the Term

confract,

Youamay not exercise the right of return to the home agency earlier than the end of the term of

the Term contract.

If you have been absent from: the home agency for a period of more than two years (or other
period as agreed befween the agencies) as a result of a Term confract, the home agency may,

by notice in wiiting, réquire you to make an election to return to that agency.

If you do not make an election within 28 days of receiving written notice or if you elect not to
return, you will lose the right of return. As a result, if you were employed in the home agency on
an on-going or longer term basis, you will be employed on that basls in the host agency at the

end of the current term appointment. You may be excess to requirements also.
If you return 1o the home agency, either by making an election or at the end of a Term contract,
you will be assigned duties which may be different to the duties you performed prior to the Term

contract in the host agency.

Please refer to Regulation 6 of the Public Sector Regulations 2010,

PUBLIC SECTOR ACT 2002 AND PUBLIC SECTOR REGULATIONS 2018



INTER-AGENCY TRANSFIERS OF ON-GOING EMPLOYELS TO TERM
OR CASUAL EMPLOYMENT

IMPORTANT INFORMATION FOR MANAGEMENT

Where an on-going employee is transferred from one agency (the home agency) {o term or
casual employment in ancther agency (the host agency), or where an employee employed on a
term basis in a home agency is iransferred to a shorter teim or casual employment in a host
agency, their underlying on-going status is not affected by the {ransfer. This is so regardless of

whether the transfer is at the employee’s initiative or that of an agency.

Employees who transfer or are transferred to term or casual employment in another (host)
agency have a right of return to the home agency, unless the chisf executive of that agency has
declared that there is no right of return to employment in a particular part of the agency's

operations.

When an employes has been absent from home agency for a period of 2 years or more - or
other period as agreed between the agencies - because of a transfer to term or casual
employment, the home agency may require the employes to make an election to return to
employment in the home agency on or before a specified or agreed date. If the employee fails

to make an election or elecis not to return to the home agencey, they will lose the right of return.

In circumstances where either an employee has no right of return to a home agency as a result
of a declaration by its chief executive OR they have failed to make an election or electad not to
return to employment in the home agency; they will, at the conclusion of the relevant term or
casual employment, be employed in what will no longer be a host but a new home agency on
the (underlying) basis they were employed in the former home agency: that is fonger term or on-

going employee - at their substantive remuneration leval.



Where the term or casual employment of an employee who has or is transferred to term or
casual employment and the term of the employment expires or period of casual employment
ends, they will return fo employment in the home agency {viz; the home agency'does nat
require the employee to make an electicn {o return to employment in the agency}. Upon return
to the home agency, the employee will be assigned duties but unless agreed hefween the
agency and employee, they may be different to the dutles they performed prior to the Tarm

transfer.

See section 9 Public Secfor Act 2009 and sub-regulations 6(4), 6(8) and 6(9) Public Sector
Regtlations 2010



Role Description

Role Title: Office Manager Group: Chief Executive’s Office
Classification Level: ASO7 Branch/Region/Unit: Minister's Office
CHRIS Pasition Number: M20149 Reports to (Title): Director, Office of the Chief Executive

Cuf Organisation

The Department for Environment and Water (DEW) is committed to providing a highly supportive work environment that values
the participation and contribution of every employee in shaping the future of the department. DEW is a high performing
organisation that encourages excellence, improvement and growth at both an organisational and individual level. DEW has a
flexible approach to doing business and is committed to ensuring our people have flexibility around the number of hours
worked, scheduling of hours and location of work. Everything we do is underpinned by our core values and consequently we
value and respect our people; we encourage active participation and leadership; we continuously seek to be better and we
achieve results.

About the Branch/Business Unit

The Minister's Office provides executive, administrative and secretarial support as well as advice to the Minister. Ministerial staff
provide the Minister with high level advice on government policy, Cabinet, statutory requirements and cross-issues with other
portfolios. The Minister's Office staff liaise with the department, other government agencies, Ministers' Offices, Members of
Parliament, members of the community, and relevant organisations and officials to produce expert advice and direction, as well as
develop projects, research and briefings. '

About the Role

The Office Manager is responsible for providing leadership in the management of all administrative, financial, human rescurce
and other refated functions for the Minister’s Office to ensure that the strategic operation of the Office meets the requiremants
of the Minister. The Office Manager provides an expert advisory and research service to the Minister and Chief of Staff on
matters that directly impact upon the corporate governance of the Office. The incumbent will be responsible for managing the
Minister's Office and is responsible for developing and maintaining collaborative relationships with a diverse range of internal
and external stakehclders across the SA government including; senior officers in the Minister's portfolio agencies, Ministerial
Staff and Members of Parliament.

The incumbent will be required to have a strong understanding of government business requirements, procurement, finance and
human resources management in addition to extensive experience in problem solving, relationship management, providing
teadership within a high pressure environment, managing staff and balancing a large number of compeling priorities.

Key Role Outcomes

« The Minister's Office functions as a highly organised, efficient, service oriented business unit, providing outstanding service to
the Minister. ’

+  The Minister and Chief of Staff are supported through the provision of high level and expert advice through the liaison with
senior officers, Ministerial staff and Members of Parliament

»  Public Sector Act staff within the office are supported and motivated to meet performance goals through the use of effective
management techniques,

+  The Minister's Office budget and expenditure is efficiently managed in accordance with relevant poficies and reporting
standards.

*  Administrative, financial, human resource, information technology, security, supply and related functions are efficient and
effectively support the operations of the Ministerial Office consistent with relevant legislation and departmentat policies and
procedures.

= Freedom of information applications are managed and responded to, in consuitation with relevant parties, in a timely
manner and in accordance with legislative obligations. The Minster is prepared for Cabinet meetings through the effective

LT ‘Government of South Australia -
- (&f_/: . Department for Environmient : -/

LS and Water ©



coordination of Cabinet processes that ensure information and documentation is readily available and complies with
relevant templates and agency standards.

Key relationships are built and maintained through effective communication processes with key internal and external

stakeholders.

Key Relationships
Reports to the Director, Office of the Chief Executive, Department for Environment and Water.
Maintains close working relationships with the Minister, Chief of Staff and Ministerial Advisers.

Maintains strong working relationships with Ministerial Liaisan Officers.

Maintains working relationships with Chief Executives and senior executives in the Minister's portfolio agencies.

Maintains working relationships with staff in other Ministers’ Offices and other key stakeholders.
Maintains working relationships with key DEW stakeholders.

Special Conditions

-

May be reguired to participate in fire management and associated duties.

Some out of hours work will be required. : :
The incumbent will need to have completed, or be willing to complete, the SA State Reco _ds Freedom of Information Course

to be an accredited FOI Officer.

This role has been designated as a Position of Trust pursuant to the standards reqwred in; the Australlan Government
Protective Security Policy Framework. By applying for this role you consent to belng screened under the process of obtaining
a National Police Clearance (NPC), and to the Depariment requmng you to obtaln a Na’uonal Pohce Clearance (NPC).

Core Competenctes

Elements

Behavioural Indicators

Shapes Strateglc Thm?cmg
and Change

Thmk:ng and Actlng
Strategically :

Leading and Influ encmg
Change.

1 Creates operational plans that contribute to strategic

goals and outcomes.

I Manages up and down to successfully introduce new

policy directions and/or business systems.

Achieves Results

Dellverlng Effectlve Outcomes

: Assu m[ng Accountablllty

Maklng _Demsmns

Sets priorities for self and clear expectations and
pricrities for others and manages workflow in order
to achieve outcomes on time.

Establishes own credibility by demonstrating
competence, sound judgement, knowledge anc
professionalism.

Evaluates impact and consequences of taking a
particular course of action, taking into account
stakeholder concerns as well as the impact across the
Agency.

Drives Business:Excellence’: |:

Optimising Performance

Directing Resources
Facilitating Quality and
Continuous Improvement

Apuplies performance management processas in their
work area and provides timely feedback and coaching
to staff.

Reviews work progress and facilitates revision of
priorities as requirecl.

Recognises problems as apportunities for
improvement and facilitates discussion and/or
development of processes to address thase.

Forges Relationships and
Engages Others

Establishing and Maintaining
Networks

Gains understanding of and effectively navigates
through organisational decision making processes to
achieve outcomes.

Builds collaborative relationships based on an
understanding of stakeholder priorities/objectives.




Exemplifies Personal Drive
and Professionalism

«  Modelling Puhlic Sector Values

s Displaying Flexibility and
Resilience

s  Emphasises the importance of building trust and
respect and behaving ethically in all dealings.

»  Consistently behaves in an ethical and professional
manner aligned with the Public Sector values and
Code of Ethics, even in difficult situations.

+ Isresponsive to the unexpected.
«  Engages positively with ambiguous situations and
demanstrates flexibility in thinking.

Technical, Professional/knowledge and Experience {including qualifications)

+  Extensive experience in the management of administrative, financial and human resouice management functions.
+  Extensive experience in engaging and working with stakeholders at all levels.

+ Demonstrated knowledge of the structures and decision making processes of the publ|c sector

+  Knowledge and understanding of public sector administrative processes.
+ Anunderstanding of the Westminster System of Govemment is desirable. =

Work, Health and Safety

Lead workplace safety procedures and programs

«  Proactively ensures all direct reports understand workplace heaith: and safety requ' ements and responsibilities

* Leads and participates in heaith and safety discussions in the workplace
« Identifies hazards, assesses risks and implements procedures for cont
» Implements procedures for dealing with incidents. and emergency events

»  Maintains appropriate workplace safety records. -

lling risks. )

¢ Implements procedures for managing |nJured workers _

Corporate Responsibilities

« Demonstraie appropriate and professmnal W ':'kplace behawouz‘s that are in line with the Code of Ethics for the South

Australian Public Sector.

e  Maintain a commitment to EEO, Dlver5|ty, Ethlca[ Co __duct and record keeping within legislative requirements, according to
the principies of the Public Sector Act 2009, _ :

*  Actively participate in the Department S Performance Development and Review Program,

= Demonstrate approprlate and profe' sronal workplace behaviours that align closely with the White Ribbon message,

DEW Branch:
Minister's Office Date approved: 19/4/2018
DEW Group: Minister's Office Classified by Consulting: Yes

Page 3 of 3




Document 5

Mcinnes, Sally (DEW)

From: DL.DEW SharePoint Admin

Sent: Thursday, 11 July, 2019 7:32 PM

To: Mcinnes, Sally (DEW), McNamara, Nikeisha (DEW); Mcinnes, Sally (DEW)

Subject: Notification Only - Jobs SA - Request Approved By Delegate - Office Manager, ASQO7

Workflow Notification

You have been nominated to receive all notifications on the progress of this form.
No action is required by you.

Form Stage
The Request to Fill Vacancy form for Office Manager has been approved by the delegate

Click here to view the request form.
Click here to view the current processing status and history.




Submitted Advertising Requests - 20190711102600

Page 1 of 7

Request to fill (Jobs SA & External Media)

Department for Environment and Water

Advertisement Method

Please select the advertising method for the role:

O Jobs SA

¢ Open to SA Public Sector employees & Disability and ATS] Registers
+ Merit based selection process
lobs SA and External Applicants
s Non-Public Sector employeas may apply
= Merit based selection process
O Jobs SA and External Media (e.g. The Advertiser, Seek, NRM Jobs etc.)
¢ Non-Public Sector employees may apply
+ Merit based selection process
* Please complete the External Media Template and attach it in the form below

lobs SA Vacancy Number:
355462

Closing Date: 5/08/2019

Role Details

Role Office Manager Classification: | aAso7
Title:
Division Branch/Region:

Minister’s Office

Is this to filk:

Minister's Office

Single Position O Multiple Identical Positions O Poal

Is this role Public

Public Sector

Sector Act or Weekly | O Weekly Paid
Paid:
Location:

Level 10, 82-95 Waymouth Street, Adelaide SA 5000

Employment Type

Existing Yes O No CHRIS Position Number: M20149
CHRIS .
position:
Contract Type: O Ongoing
O Casual
O Executive Contract {up to 5 years)
Temporary Contract
O Backfill Duties are temporary in nature
O Term (Project or for Specified Period)
Hours: ® Full Time O Part Time ]
Employment For 12 Months
Duration:
Oupto o

O Daterange: From o 3

Vacancy Closing Date:

The standord timeframe for Jobs 5A advertisements is 2 weeks from date of publication.
Please specify length of advertising period.

2 Weeks

http://apps.ishare.env.sa.gov.au/sites/forms/HR31/ layouts/FormServer.aspx?XmlLoca...

1/08/2019



Submitted Advertising Requests - 20190711102600 Page 2 of 7

Vacancy Details
Enquiries to: Name: Mary-Anne Healy
Role Title: Director, Office of the Chief Executive
Phone: 8204 9396 o
Emaili | mayamchealy  geagovau -
Panel Compasition: | Chairperson: TBA

Panel Member 1: TBA

Add Panej Member

Applications to: Person responsible for receiving and acknowledging all applications and completing the
applicant list:
Contact Name: r Mary-Anne Healy
Email: ! mary-anne.healy @sa.gov.au
Duties of Role The Office Manager is responsible for providing leadership in the management of all
as to appearin administrative, financial, human resource and other related functions for the Minister’s
the advert: Office to ensure that the strategic operation of the Office meets the requirements of the

Minister. The Office Manager provides an expert advisory and research service to the
Minister and Chief of Staff on matters that directly impact upon the corporate governance of
the Office. The incumbent will be responsible for managing the Minister’s Office and is
responsible for developing and maintaining collaborative relationships with a diverse range
of internal and external stakeholders across the SA government including; senior officers in
the Minister’s portfolio agencies, Ministerial Staff and Members of Parliament.

The incumbent will be required to have a strong understanding of government business
requirements, Cabinet, Parliament procedures, procurement, finance and human resources
management in addition to extensive experience in problem solving, relationship
management, providing leadership within a high pressure environment, managing staff and
balancing a large number of competing priorities.

Essential Refer to Commissioner’s Determination 5 to the section on qualifications for non- executive

Quualifications: employees.

Special A current National Police Certificate is essential (for identified Positions of Trust). Some out
Conditions: of hours wark may be required. A flexible approach to duty hours and the taking of leave is
{Select from the list essential.

below and click on

the Add Selected

Text button and/or
type other special
conditions in. You
will need to sefect
the appropriate
condition on Police
Checks and Fire
Management
Duties.}

Add from
predefined
special
conditions:

http://apps.ishare.env.sa.gov.au/sites/forms/HR31/_layouts/F ormServer.aspx?XmlLoca... 1/08/2019



Submitted Advertising Requests - 20190711102600 Page 3 of 7

[71 A current National Police Certificate is essential {for identified Positions of Trust) A
1A certificate of Child Related Employment Screening is essential {for Prescribed Positions,
[1This is a casual position for which a 25 percent casual loading applies in fieu of sick leav
[3This position may be offered an either a full-time or part-time basis. Salary will be adjus
1 Must be prepared to work on a roster basis.

[71A flexible approach to duty hours and the taking of leave is essential.

"1 Some out of hours work may be requirad.

[IMore than one position available.

|_i The incumbent may be required to perform work of a similar nature appropriate to the ¢;
[F Must be prepared to he assigned to another position at this remuneration level or equiv.
I"1Some intra/interstate travel involving overnight absences may be reguired.

1A current driver's licence and willingness to drive is essential.

["1 May be required to participate in fire management and associated duties.

"TWill be required to participate in fire management and sssociated duties {P&S Group).
[71This is a merit poot. Multiple positions are available and different contract types and leng
Add Selected Text to Special Conditions I

Application The standard application criteria requires applicants to submit a CV and letter of application
Criteria: {max 3 pages) addressing the competency efements outlined in the Role Description:

if you would like applicants to address o different criteria, please select the check box below
and enter the specific requirements that you would like applicants to meet.

[ Apply different application criteria:

Justification for Filling

Prowde brsef background information:

The Office Manager position is an ongoing rote that is filled on an annual ba5|s to provnde flexibility in the event of

a change of Minister or Government. The position is currently backfilled whilst a selection process is undertaken. It
became vacant due to the completion of the incumbent's contract and them choosing to undertake an alternative

role within Office of the Minister for Environment and Water rather than a further contract.

Requwed At’tachments

Please attach a Word version of the classified role description.

Role description: ASO7 Office Manager Rale Note: this must be o properly clossified role description.

Description.pdf
354,55 KB

Supportmg Attachments

For example Supporting mmutes, funding approvals etc

I8 Click here to attach a fila Description:

2 Add another N
Update Notlflcatlons

Please seiect (|f apphcable} specific people to be notified throughout the Request To F1I| process. Each rec;plent
selected will receive an e-mail updating them as the Request To Fill process progresses.

Send update notifications to: Sally MeInngs; ] 803

Next Step

Sefect who the form will go 1o first — either Recommender or Delegate. Then add the name in the Nominate box:
either type the name and verify by ciickmg on the check names icon or use the browse icon to select a name.

@ Delegate Approval
O Recommendation

Nominate: Mary-Anne Healy; ' 8

Please ensure the current vacancy management strategy has been considered before submitting this form.

http://apps.ishare.env.sa.gov.au/sites/forms/HR31/ layouts/FormServer.aspx?XmlLoca... 1/08/2019
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Approved by Mary-Anne Healy on 11/07/2019
Cleared by Career Transition Manager on 15/07/2019
Position Advertised on 22/07/2019

http://apps.ishare.env.sa. gov.au/sites/forms/HR31/_layouts/F ormsServer.aspx?XmlLoca... 1/08/2019



Document 6

Mcinnes, Sally (DEW)

From: Mclinnes, Sally (DEW)

Sent: Tuesday, 23 July, 2019 1:22 PM

To: McNamara, Nikeisha (DEW)

Subject: RE: Vacancy published: Vacancy 355462, Office Manager, Minister's Office, 0, 1 has

been published [DLM=For-Official-Use-Only]

Security Classification:
For Official Use Only

For Official Use Only

Thank you

Sally McInnes
A/Office Manager

Office of the Minister for Environment and Water

P: (08) 8463 5675
Level 10, 81-95 Waymouth Street, Adelaide SA 5000
GPO 8ox 1047, Adelaide SA 5001

environment.sa.gov.au

The information in this e-mait may be confidential and/or legally privileged. Use or disclosure of the information to anyone other than the intended recipient is
prohibited and may be uniawful. If you have received this email in error please advise by return email.

From: McNamara, Nikeisha (DEW) <Nikeisha.McNamara@sa.gov.au>

Sent: Tuesday, 23 July, 2019 12:00 PM

To: Mcinnes, Sally (DEW) <Sally.Mclnnes@sa.gov.au>

Subject: FW: Vacancy published: Vacancy 355462, Office Manager, Minister's Office, 0, 1 has been published
{DLM=For-Official-Use-Only]

For Official Use Only
Hi Sally
Just letting you know that the Office Manager advertisement has been published live on IWorkForSA.

Kind Regards,

Nikeisha McNamara
HR Advisor

Corporate Services | Strategy, Science and Corporate Services
Department for Environment and Water

P (08) 8463 6839| E: Nikeisha.Mcnamara@sa.qov.au

81-95 Waymouth Street, Adelaide SA 5000

GPO Box 1047, Adelaide SA 5001

The information in this e-mail may be confidential and/or legally privileged. Use or disclosure of the information to anyone other than the intended recipient is
prohibited and may be unlawful. If you have received this email in error please advise by return email.

From: no-reply@bigredsky.com [mailto:no-reply@bigredsky.com]
Sent: Tuesday, 23 July, 2019 4:01 AM




To: McNamara, Nikeisha (DEW) <Nikeisha.McNamara@sa.gov.au>
Subject: Vacancy published: Vacancy 355462, Office Manager, Minister's Office, 0, 1 has been published

Dear Nikeisha McNamara

Vacancy 355462, Office Manager, Minister's Office, 0, 1 has been published to IWORKFOR.SA.gov.au

Regards

IWORKFOR.SA, . gov.au

This is a system-generated email, please do not reply.



Office Manager, Minister's Office

Document 7
BACK APPLY EMAIL A FRIEND PRINT
- S o -
< Office Manager, Minister's Office
Environment and Water
Job reference: 355462
Location: 5000 - ADELAIDE
Job status: Short Term Cantract
Eligibifity: Open to Everyone
The Olfice is for providing leadership in the of a$ ini ive, financial, human resource and olher related funclions for the Minister’s Olfice to ensure [hat the sirategic operation of the Office meets Lhe requirements of
the Minister. The Qffice M: provides an expent Yy and service 1o the Minister and Chief of Slatf on matters that directly impact upon the corporale govemance of the Office. The i bent will be responsible for ing the Minister's
Office and istes ibie for loping and ining collaborative relationships with a diverse range of inlemal and extemal stakeholders across the SA government including; senior officers in the Minister’s portlolio agencies, Ministesial Staff and
Membpers of Pariament.
The incumben( will b2 required 1o have a strong understanding of government busi QUi Cabxnet, F [ p finance and humasn in addition lo i @ in problem solving,
tatioashi g providing | p within 3 high p d . Qi ing a large numbers of compeling priosities.

Contract for 12 Months.
Special Conditions

« May be requited to i in fire and dunes.

« Some out of hours work will be required.

* The incumbent wili need 1o have completed, or be wiling to p the SA State R Freedom of ion Course to be an accrediled FOL Officer.

* This role has been designated as a Posilion of Trust p lothe quired in the ian G P ive Secunly Pelicy Framework. By applying for this role you consenl lo being screened under the process of obtaining a

Nalional Posice Clearance (NPC), and to the Department requiting you %0 oblain a National Police Clearance (NPC).

Remuneration
ASO7 $100,053 minimum p.a. - $108,307 maximum p.a.

Enquiries

Mary-Anne Healy

8204 9398
mary-anne.healy@sa.gov.au

Application Instructions
Ali applications must be submitted online.
Applicants to submit a CV and letter of application {max 3 pages) addressing the competency elements outlined in the Role Description.

Applications close: 05/08/2018 6:00 PM

Attachments:

- ASO7 Office Manager Rote Descrption pdf
- Applicant Guidelines pdf

- Pre Employment Declaration pdf

Flexibility Statement
The South Auslralian public sector promotes diversity and flexible ways of working including part-time, Applicants are encouraged to discuss the flexible working arrangements for this role.

BACK APPLY EMAIL A FRIEND PRINT

BigRedSky

https://iworkfor.sa.gov.au/page.php?pagel D=160&windowUID=0& AdvertlD=468783 1/08/2019



Document 7a

Role Title: Office Manager Group: Chief Executive's Office
Classification Level: ASO7 Branch/Region/Unit: Minister's Office

CHRIS Position Number: M20149 Reports to (Title): Pirector, Office of the Chief Executive

Our Organisation :
The Department for Environment and Waier (DEW) is committed to providing a highly. supp tive work _enwronment that values
the participation and contribution of every employee in shaping the future of the department.- EW is ahigh performing
organisation that encourages excellence, improvement and growth at both an org _ssatlonal and 'dlwdual level. DEW has a
flexible approach to doing business and is committed to ensuring our people have nd th
worked, scheduling of hours and focation of work Everythlng we dois underplnn'

achieve resulis.

About the Branch/Busmess Unit i
rt as well as advice to the Minister. Ministerial staff
_ _ _statutory requirements and cross-issues with other
portfolios. The Minister's Office staff liaise with the__.' epartment 'other govemment agencies, Ministers’ Offices, Members of
Parliament, members of the community, and relevant organisations and ofﬂc1als to produce expert advice and direction, as well as
develop projects, research and briefings.

About the Role .
The Office Manager is responsible for prowdlng leadership in the management of all administrative, financial, human resource
and other related functions for the Minister's Office | en_"su:r;:e; that the strategic operation of the Office meets the requirements
of the Minister. The Office Manager. prowdes an exp ___viSory and research service to the Minister and Chief of Staff on
matters that directly impact upon the corporate governance of the Office. The incumbent will be responsible for managing the
Minister's Office and is responsible for developlng and maintaining collaborative relationships with a diverse range of internal
and extemal stakeholders across the SA govemment including; senior officers in the Minister’s portfolio agencies, Ministerial

Staff and Members of Parhament

The incumbent "IE'be'fequired" v y'strong understanding of government business requirements, procurement, finance and
human resources managementi addltlon to extensive experience in problem solving, relationship management, providing
leadership within a high press e environment, managing staff and balancing a large number of competing priorities.

Key Role Qutcomes

« The Minister's Cffice functions as a highly organised, efficient, service oriented business unit, providing outstanding service to
the Minister.

¢ The Minister and Chief of Staff are supported through the provisicn of high level and expert advice through the liaison with
senior officers, Ministerial staff and Members of Parliament

=  Public Sector Act staff within the office are supported and motivated to meet performance goals through the use of effective
management techniques.

e The Minister's Office budget and expenditure is efficiently managed in accordance with relevant policies and reporting
standards.

«  Administrative, financial, human resource, information technolagy, security, supply and related functions are efficient and
effectively support the operations of the Ministerial Office consistent with relevant legislation and departmental policies and
procedures.

« Freedom of information applications are managed and responded to, in consultation with relevant parties, in a timely
manner and in accordance with legislative obligations. The Minster is prepared for Cabinet meetings through the effective




coordination of Cabinet processes that ensure information and documentation is readily available and complies with
relevant templates and agency standards.

Key relationships are built and maintained through effective communication processes with key internal and extemal

stakeholders.

Key Relationships
Reports to the Director, Office of the Chief Executive, Department for Environment and Water.
Maintains close working relationships with the Minister, Chief of Staff and Ministerial Advisers.

-

Maintains strong working relationships with Ministerial Liaison Gfficers.

Maintains working relationships with Chief Executives and senior executives in the Minister's portfolio agencies.

Maintains working relationships with staff in other Ministers’ Offices and other key stakeholders.
Maintains working relationships with key DEW stakeholders.

Special Conditions

May be required to participate in fire management and associated duties.

Some out of hours wark will be required. ‘
The incumbent will need to have completed, or be willing to com

to be an accredited FOI Officer.

plete, the SA St_ate

_Rec"dr_Jgii_é_Freedo_r_i"c)_f Information Course

This role has been designated as a Position of Trust pursuant to the stax_'a_'d_ié__r'ds required in- 'éh:é_"}-:"\ugtralian Government
Protective Security Policy Framework. By applying for this role you consent to being screened under the process of obtaining
a National Police Clearance (NPC), and to the Department requiring you to obtain a National Police Clearance (NPC).

Core Competencies

Elements

Behavioural Indicators =~

Shapes Strategic Thinking
and Change

Thinking and Acting
Strategically

Leading and IﬂﬂLié.ﬂC‘lné: '.
Change =

~Creates operational plans that contribute to strategic
"goals and outcomes.

"~ Manages up and down to successfully introduce new

policy directions and/or business systems.

Achieves Results

Delivering E_ffe_'_c_t_ive’_Qutcofh'éS

Asstiming Accountability

Making Decisions

Sets priorities for self and clear expectations and
pricrities for others and manages workflow in order
to achieve outcomes on time.

Establishes own credibility by demonstrating
competence, sound judgement, knowledge and
professionalism.

Evaluates impact and consequences of taking a
particular course of action, taking into account
stakeholder concerns as well as the impact across the
Agency.

Drives Business Excellence [

" Optimising Performance

Directing Resources
Fadilitating Quality and
Continucus Improvement,

Applies performance management processes in their
work area and provides timely feedback and coaching
to staff.

Reviews work progress and facilitates revision of
priorities as required.

Recognises problems as opportunities for
improvement and facilitates discussion and/or
development of processes to address these,

Forges Relationships and
Engages Others

Establishing and Maintaining
Networks

Gains understanding of and effectively navigates
through organisational decision making processes to
achieve outcomes.

Builds coltaborative relationships based on an
understanding of stakeholder priorities/objectives.




Exemplifies Personal Drive
and Professionalism

¢ Modelling Public Sector Values

+  Displaying Flexibility and
Resilience

*  Emphasises the importance of building trust and
respect and behaving ethically in all dealings.

»  Consistently behaves in an ethical and professional
manner aligned with the Public Sector values and
Code of Ethics, even in difficult situations.

+ Isresponsive to the unexpected,
* Engages positively with amhbiguous situations and
demonstrates flexibility in thinking.

Technical, Professional/knowledge and Experience (including qualifications)
*  Extensive experience in the management of administrative, financial and human resourc_ management functions.
»  Extensive experience in engaging and working with stakeholders at all levels. - e

*  Demonstrated knowledge of the structures and decision making processes of the publlc sector
*  Knowledge and understanding of public sector adiministrative processes.

*  Anunderstanding of the Westminster System of Government is desirable.

Worl, Health and Safety

Lead worlplace safety procedures and programs e :
*  Proactively ensures all direct reports understand workplace health and _safety reqmrements and responsibilities

» Leads and participates in health and safety discussions in the workpla

 Identifies hazards, assesses risks and implements procedures for controllmg nsks

« Implements procedures for dealing with incidents and emergen_cy event:
*  Maintains appropriate workplace safety records..:
* Implements procedures for managing mjured workers

Corporate Responsibilities

+  Demonstrate appropriate and professxonal workplace beha\nours that are in line with the Code of Ethics for the South

Australian Public Sector.

¢ Maintain a commitment to EEQ, Dwermty Ethlcal Conduct and record keeping within legislative requirements, according to
the principles of the Public Sector Act 2009. .. G0
»  Actively participate in the Department s Performance Development and Review Program.

* Demonstrate appropriate and profe"

ional workplace behaviours that align closely with the White Ribbon message.

DEW Branch:
Minister's Office Date approved: . 19/4/2018
DEW Group: Minister's Office Classified by Consulting: Yes
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To be used in conjunction with the latest Role Description Template

Thank you for your interest In applying for a role within the Department of Environment, Water and
Natural Resources (DEWNR). To help you prepare your application we are happy to provide you with
the following information. We strongly encourage you fo use this information in conjunction with

other resources to assist you through the application process.

Before You Start Your Application ...ttt s e er e e
Selection Based on Competencies... s
What ar@ COMPETEINCIRST ..rivviecrrecrrvrrenrr v resse s rssesrasevassesnssssreressesssssarasesasseseas
The Role Descriplion......ccccverinnnnnne R, rierrersnens eretreeeee e s
(GTOUID PUINDOSE! crrevecrrrresarisersressrere st s s st aara s tr e st e e sasessemt s eaata s s ns e e sare sttt araters sanessssnarssrann
ADOUT THE ROIE! ittt st s st e sst s s
KEY ROIE U COIMIES! ottt et r e eesteesa e s e see e saae s as bt asbta sa e b e 240 s aaaene8 e be bbb eban ot s sb b st 4o beasbnsebesbbsbea ra st ssnases
Key Relationships [ Inferactions {Intermal and EXIQINQI: et eres st sersesvss e ee s e sns s
COMIETENICIES: 1 rvvererrasereresrrrrsrssasseserasaismansansaassrnrarntasesssessessasasarstesssssesasessesssssserssssnsraras
QUANTICOTIONS! <o vt er e st ee s emene s st s st se et e e st sem b et ermenanea e e en rrmronanes
SPeCITl CONAITIONS! ettt sttt et n s et bt esmae e s st e e s aneeie
Important Insfructions on Addressing the CompelenCies: ...,

SAR PHNCIPIE oot et et s s e e e s s

............................................. 2

........................................... 2

............................................. 2

............................................. 2

3

3

............................................. 3

3

............................................. 3

............................................. 4

What Your Application ShouUld Conbain i it rrssemessnomsrersrmome risssrisssorssrsirassressssssasssass D

SUbMItHNG YOUr APPICAON et e s s ses s s s s s s e st s s s r s e s neas 5
Applicant Eligibility Criteric ..., erreeranan Heeheehbeeteeseehestenissessessarasiasassenssreareinnan 5
Selecting the Right Person forthe JOb s et e s san s s e s as s s e seane s sanmasnmssesenas 5
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Before You Start Your Application

—» Obtain and thoroughly read the Role Description.

— If you have any questions or wish to gain further information, contact the enguiries person
listed on the advertisernent.

—> Access the Department of Environment, Water and Natural Resources website at
Department of Environment, Water & Natural Resources. Take particular note of DEWNR's
current values and goals.

Selection Based on Competencies

All employees and potential employees of DEWNR who are applying for roles at various levels are
expected fo demonstrate a range of competencies relevant 1o the level of the role,

What are competencies?

Competencies are the underlying attributes required in person fo achieve effective performance
in o job. They are the behaviours people need to demonstrate on the job fo perform effectively.

The DEWNR Competency Framework is based on the five core competencies of the South Ausiralian
Executive Service Competency Framework {SAES), that is:
1. Shapes Strategic Thinking and Changs
Achieves Results
Crives Business Excellence
Forges Relationships and Engages Others

S

Exemplifies Personal Drive and Professionalism

'‘Elements’ and ‘Behavioural Indicators' cusiomised by indicative classification level have been
developed in DEWNR aligned with each of the above SAES competencies.

The Role Description

The Role Description comprises a number of sections to help you understand ihe role and therefore
assess your level of interest in and suitability for the role. The information below provides a brief
summary of the key sections.

Purpose:

This section gives an overview of the vision and scope of the Group (business division) within which
the role is located. This will provide you with an understanding of the broader goals to which the role
coniributes and the context within which the incumbent will be required io work.

About the Branch/Business Unit

This section gives an overview of the vision and scope of the Branch/Region within which the role is
located. This will provide you with an understanding of the broader godls to which the role
confributes and the context within which the incumbent will be required to work.

About the Role:
Provides the fundamental aim of the role, similar to a 'mission staterment’ .
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Key Role Outcomes:
Outlines the key outcomes required of the role. This gives you information on what you will be
expected to deliver and achieve in the role.

Key Relationships:
Qutlines the key internal and external relationships you will be required fo build and successfully
maintain in order to perform effectively in the role.

Special Conditions:

o OQullines duties or expectations specific fo the role for which you are applying, e.g. fire
management or associated duties, overnight absences, being required to fly in a light plane or
needing fo wear a specific uniform.

Core Competencies & Technical, Professional/knowledge:
The Core Competencies and Technical, Professional/Knowledge sections are what you will be
assessed against in the short listing process and therefore form the selection criteria for the role.

1. Core Competencies

This section is broken down into a table with the following 3 columns:

1) The 5 competencies as per the South Australian Executive Service (SAES) framework.

2} 'Elements’ within each competency - NB: as part of your application, you are required io

respond te each Element listed against the competencies.

3} 'Behavioural Indicators' — These will vary for each Element depending on the level of the role for
which you are applying. The Behavioural Indicators demonstrate the behaviours/actions
required to be performing effectively at the level of the role. Therefore, they are a useful
indication to you of the types of actions/ behaviours that the selection panel will be locoking for
applicants to demonstrate within each competency. NB: the indicators are not listed in any
priority order.

2. Technical, Professional/knowledge and Experience (including gualifications)

This section indicates the base knowledge and/or technical skills required for a specific role. [f listed,
you need to respond to each of the listed iechnical competencies in your application by providing
a response that demonstrates vour knowledge, experience or ability in this competency.

Provision is made in this section for listing the quaiifications that may be either required to successfully
perform in the role, or may be desirable. In some case, no qudlifications may be listed. Whether the
qudlifications are essential or desirable will be indicated in the Role Description. Whichever it is, you
need to respond by listing the relevant qualifications that you hold. It is recommended that you
include proof of qualifications.
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Important Instructions on Addressing the Competencies:

Q

You will be assessed against the listed competencies in the short listing process. It is vital that you
address the Competencies and, if applicable fo the role, also the Qualifications section.

In responding fo the Competencies, you are required to address the listed Elements in Column 2
- see below,

Competency Element Behavioural Indicators

e.g.

e.g. Thinking and e.g. Remains focused on achieving outcomes despite the

Shapes Acting Strategically emergence of unexpected or unplanned pressures

Strategic RESPOND to this DO NOT respond directly to this component in your application - it will
Thinking and component in your be explored as part of the interview process should you be successful
Change application, e.q. how in the short listing process. Use the indicaters as a useful guide to the

have you acted...? actions/behaviours the selection panel will be locking for .

NB: Applicants will be judged on their ability to respond briefly. One paragraph for each Element
of no more than 100 words is strongly recommended.

When responding o the Elements within the competencies, we recommend you use the SAR
principle {outlined below],

SAR Principle

C

Department of Environment, Water and Naturat Resources Applicant Guide

Situation: Identify a recent situation, setting or project you were involved in that shows how you
have effectively applied the element, when this occurred, who was invelved and what role you
played. ,

Action: Give brief details of what you did, why and how. Describe how you responded to the
situation/task, what problems/difficulties you had to address and how you resolved them.

Result: Briefly oulline what the result was. Quiline the outcome and/or the feedback you
received,

The following example may assist you in responding to the Elemenis within the Core
Competencies: Applicant for a Level 3 First Line management role addressing the Element:
"Influencing and Negotiating” within the Competency “forges Relationships and Engages
Others":

In my cument role, successfully negofiating contracts with suppliers is crucial to ensure cosf

effective delivery of efficient services fo the organisation, | mangge each contract, which
requires day to day negotiation with suppliers around issues as they arise,

For example, there was o conflict between 2 security guards on site, which | had fo discuss with
the supplier. The outcome was a number of changes fo operating practices that ensured
minimal impact fo their service delivery to the business and an oulcome that was readily
accepted by the 2 contractors so conflict has not occurred since.

In responding to the Technical, Professional/knowledge and Experience section, you need tfo
provide a response that demonstrates your knowledge/experience or ability as required. For
example, if the technical competency is listed as “An understanding of the principles of the
Occupational Health, Safety and Welfare legislation” then your response might look something
fike this:

During my 15 years of employment | have gained a clear undersfanding of the principles of
OHS&W. T understand and respect that the key principle is fo ensure all employees are safe from

injury and risks to health and welfare while af work and it focuses on the infegration of health
and safety through all organisafional struciures.

Page 40f §



I understand that I have a duty of care to my employer and to other employees under OHS&W
legisiation in the discharge of my duties, including identifying and reporting workplace hazards or
risks. In one of my early roles as a Project Officer at Newland, | co-ordinated the OHSEW Risk
Assessment for my work unit, in liaison with the OHS&W Branch.

What Your Application Should Contain

Your application should include the following 3 elements:

1) Cover Letter expressing your interest in the role {specify the role and any reference number] and
including o written response o each ELEMENT within the Core Competencies and, if applicable,
a written response fo the sections on Technical / Professional Competencies and Qualifications.
NB: It is expected that the above will be no more than 3 pages.

2) A Brief Curriculum Vitae [CV) or Resume, including a list of at least 3 referees (at least 2 should be
work related referees where possible, if you have just left school or university an academic
referee may be appropriate)

3) If you are not currently employed within the South Australian public sector, applicants are
required to complete an Employment Declaration and be submitted as part of your application.
The Employment Declaration form is available through the Nofice of Vacancy advertisement.

Submitting Your Application

o Please check the vacancy advertisement thoroughly for further details on where your
application should be submitted. If you have any questions relating to the role, please contact
the nominated ‘Enquiries’ person as specified on the vacancy advertisement.

o If you do not have access fo e-mail please check the vacancy advertisement for a postal
address. Should a postal address not be specified on the advertisement contact the nominated
‘Enquiries’ person who will provide a postal address to you. You are required to forward two
copies of your application, marked Confidential fo the address provided.

o If on the vacancy advertisement you are requested to submit your application to DEWNR Jobs
and you do not have access to e-mail please submit your application marked Confidential, to:
Recruifrment and Selection Team, People, Capability and Culfure, Deparfment of Environment
Water and Natural Resources, GPO Box 1047, Adelaide SA 5001 or Fax (08] 8463 4478.

o Closing time is generally listed in the advertisement and is usudlly by 5pm on the closing date.
Check the advertisement carefully.

Applicant Eligibility Criteria

If you are applying for an engoing vacancy you must be an Australian Citizen or have a Permanent
Resident Visa. if you are applying for a confract vacancy then you must be an Australian Citizen or
have a Permanent Resident Visa or have an Australian Work Visa which allows you o work in
Australia for the period of the employment confract.

Selecting the Right Person for the Job

Your application for the role will help us to decide whether fo discuss and/or assess your capability to
do the job further. If your application indicates that you are able to meet the Competencies section
in the Role Description, we may invite you fo attend further selection processes. If you are invited to
attend further selection processes you will be informed of the approach being used to assess your
competencies.
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