




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 
 

Doc 
No 

Brief Description Date of 
Doc 

Full 
Access 

Part 
Access or 
Refused 
Access 

Reason/s 

1 Email providing referee details  17/6/2019  Part access Clause 6 

  1a   Attachment: Resume – Sally McInnes 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 McInnes 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 

  4e   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   

 
Notes: 
  



1

McInnes, Sally (DEW)

From: Bailey, Cullen (DEW)
Sent: Monday, 17 June, 2019 6:49 PM
To: Ross, Ken (DEW)
Subject: FW: Sally McInnes resume [SEC=Government, DLM=Sensitive:Personal]
Attachments: Sally_McInnes_resume_2018.docx

Security Classification:
Sensitive: Personal

From: McInnes, Sally (EPA) <Sally.McInnes@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. 

I would also like to offer the following referees: 

 Suzanne Behrendt, General Manager People and Performance   (Current line
Manager)

 Michele Virgo, A/Office Manager, Crown Solicitor’s Office   (Previous Office Manager, Attorney‐
General’s Office) – NB: I 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 

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.

  Please consider the environment before printing this e‐mail. 
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Sally McInnes 
Full Name: Sally McInnes 

Address:  

Work: (08) 8204 2047

Mobile:  (Private) 

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

 (home) 

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–Oct 1989)

 Client Service Officer, Motor Registration Division, Noarlunga (Nov 1985–June 1986)
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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. 
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Principal Project Officer, SafeWork SA Liaison Team (ASO6) SafeWork SA 
Feb 2012–May 2013 

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

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

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

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

 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  

 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 

 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 

 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. 

 Maintained the EPA’s electronic records management (eCourier) system for ministerial and CE 
correspondence. 

 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 

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

 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. 

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

 Prepared high quality briefings and submissions for Ministerial consideration. 

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

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

Acting Manager, Strategy and Governance (ASO8), EPA 

December 2008–January 2009 

 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. 

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

Conservation (DWLBC)  
July 2004–April 2006 

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

 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. 

 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. 

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

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

 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. 

 Managed and maintained an updated intranet and website for DWLBC  

 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 

 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 

 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. 

 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. 

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

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

 Coordinated and developed presentations and promotional materials. 
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Project Officer, Premier’s Food Advisory Council (ASO3), PIRSA.  

January 1998–March 1998 

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

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

 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 

 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. 

 Provided and managed effective computerised correspondence systems. 

 Continuous improvement of Ministerial Office functions and procedures. 

 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.  

 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 

 Provided a complete Parliament support service to the Minister. 

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

 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 

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

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

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

 Records management. 

 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 

 Conducted written and oral driver’s licence examinations. 

 General counter and telephone enquiries, correspondence including the payment of accounts. 
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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 & 
storage system) 

Intermediate (moderate use) 

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  

HLTAID001 Provide cardiopulmonary resuscitation 13/12/2017 12/12/2018 

HLTAID002 Provide basic emergency life support 16/7/2017 16/07/2020 

HLTAID003 Provide first aid 16/7/2017 16/07/2020 



Licences/Certificates (continued) 
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Unit of Competency  Name Issue Date Renewal Date 

CPCCOHS1001A Work Safely in the Construction Industry 

(White card) 

13/06/2017  

SITHFAB002 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 

 Accredited Freedom of Information Officer – State Records – February 2016 

 State Government Procurement training – DEWNR – October 2014 

 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 

 The Write Stuff intensive business writing workshop (Cool Rules) – June 2012 

 Health and Safety Representative Level 1 (SA Unions) – April 2011 

 Editing and proofreading workshop (IPAA) – March 2011 

 Advance MS Powerpoint course (Electus) – February 2011 

 Intermediate MS Excel Training (Electus) – February 2011 

 Internal/Management Systems Quality Auditor Training (SAI Global) – May 2010 

 Freedom of Information Induction (State Records) – March 2010 

 Records Management Awareness (State Records) – February 2009 

 Transition into Leadership and Management (OzTrain) – February 2008 

 Strategic Thinking and Planning – Adelaide University – November 2007 

 Global Reporting Initiative GRI Training (DPC/DTED) – March/June 2007 

 Performance Measurement & Report Program – Logic model development - Feb. 2007 

 Managing workplace relationships (MJL People Dynamics) – December 2006 

 eCourier Administrator Training (Planet Software) – June 2006 

 Writing for Online media (Electus) – February 2006 

 Photoshop 7 and Dreamweaver MX - Advanced (Electus) – August & October 2005 

 RecFind Training (DWLBC) - September 2005 

 

References 

Ms Suzanne Behrendt (Current Manager) 

Manager People and Performance, Environment Protection Authority 

Phone:   Mobile:  

Mr Peter Dolan (Previous Director) 

Director Regulation, Environment Protection Authority 

Phone:    Mobile:  
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Mcinnes, Sally (DEW) 

From: Mcinnes, Sally (EPA) 
Sent: 
To: 

Monday, 17 June, 2019 2:48 PM 
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, 

I 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 I Executive and Ministerial liaison Team 

Environment Protection Authority 

Work Phone (08) 820 42047 

GPO Box 2607, SA Adelaide 5001 

South Australia 

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

www.epa.sa.gov.au 

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. I/ there are doubts about the volidity af this message, pleose contact the 

sender by telephone. It is the recipient's responsibility to check the emoil ond ony attached files far viruses. 

� Please consider the environment before printing this e-mail.
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From: McInnes, 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.gif

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 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 Box 1047, Adelaide  SA  5001
environment.sa.gov.au
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: Cook, Karlee (DEW) <Karlee.Cook@sa.gov.au> 
Sent: Wednesday, 26 June, 2019 12:20 PM
To: McInnes, Sally (DEW) <Sally.McInnes@sa.gov.au>
Subject: Letter of Offer - Office Manager [SEC=Government, DLM=Sensitive]

Sensitive

Hi Sally,

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? I 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 

| 

Document 4

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

From: Mcinnes, Sally (DEW) 
Sent: 
To: 

Tuesday, 23 July, 2019 1 :22 PM 
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 Box 1047, Adelaide SA 5001 
environment.Sa.gov.au 
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. lf 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-On ly] 

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 I Strategy, Science and Corporate Services 
Department for Environment and Water 
P (08) 8463 68391 E: Nikeisha.Mcnamara@sa.9!lli.fil! 
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 
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Office Manager, Minister's Office 

BACK APPLY EMAIL A FRIEND 

"'l Office Manager, Minister's Office 

Environment and Water 

Job reference: 355462 

Location: 5000 -ADELAIDE 
Job status: Short Tenn Contract 
Eligibility: Open to Everyone 

PRINT 

The Office Manager is responsible for proVKling leadcrship in 1he management of au administrative. financial, human resource and other rela1ed funclions for the Minister's omee to ens urn that 1he s1rnteg.: operation of1he Office meets the requirements or 

the Minister. The Office Manager provides an expert advisory and research service to the Minlster and Chief or Stat/ on matters that d�ecily impact upon the corpora le governance of the Office. The incumbent wil be responsible for managing tho Minister's 
Office and is responsible for developing and maintaining coHaborntive relationships with a diverse range ofinlemal and external stakeholders across 1he SA government including; senior officers in the M;nistcr's por1folio agencies. Minis1erial Stall and 

Mernhers efPartiament. 

TIie incumhenl wrn he required to have a strong uflderstanding of government business requiiements, Cabme1, Par�ament pro cedures, procumment. fonance and human resources management in addition to extensive el<f)enence in problem solving, 
mlatlonship rnanagement. providing leadership within a h'!Jh pressure environment, managing stalfafld balancing a large

. 
numherof compeling priorities. 

Contra.cl for 12 Months. 

Special Conditions 

• May be requ�cd to part,cipate in tire management and assocraled dunes, 
• Some out of hours work will be rfGu1red. 

• The oncumbent w�l need to have completed, or be w,IOng to complete, 1he SA State Records Freedom of lnforma1ioo Course 10 be an accredited FOi Officer. 
• This role has been designated as a Po sition of Trust pursuant to the stafldartls required in the Auslralian Government Prelective SccuJJly Po�cy Framework. By applying for this role you consent lo being screened under the process of obtaining a 

National Po�ce Clenrance (NPC), and to the Department requiring you to obtain a National Po!;ce Clearance [NPC). 

Remuneration 
AS07 $100,059 minimum p.a. - $108,307 maximum p.a. 

Enquiries 
Mary-Anne Healy 
8204 9396 
mary-anne.healy@sa.gov.au 

Application Instructions 
All 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: 05/08/2019 6:00 PM 

Attachments: 
• AS07 Office Manager Role Descnpt1on pdf 
• 8RP.licant Guidelines pdf 
• Pre Employment Dec!arat!Qll.P.Qf 

Flexibility Statement 
The South Australian 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 EMAll A FRIEND PRINT 

sigRedSky 

https://iworkfor.sa.gov.au/page.php?pageID=l60&windowUID=O&Adve1iID=468783 1/08/2019 
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