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[bookmark: Bookmark3]Department of Infrastructure, Transport, Regional Development, Communications, Sport and the Arts
· [bookmark: _Hlk497294109]RFQ No: LH-07487 EL1 Manager Recordkeeping System Project Manager last date to apply Monday, 24 August 2026.
· Contract start Tuesday, 01 September 2026 to 12 months Plus 1 x 12 Months extension.
· Australian Citizen must be able to Baseline, ACT- Onsite.
Send your responses to jobs@softtestpays.com

About the Project

The project will deliver a modern, business-aligned and compliant records management system that supports improved information governance, future-state business processes, stronger recordkeeping practices and effective user adoption. Including a secure solution implementation, system integration, data migration, testing, deployment, cutover, hypercare and transition to operational support. The project will ensure the new system is secure, sustainable and aligned with government information management obligations.

Job details:
The role requires an experienced EL1 level Project Manager who is responsible for leading delivery of the agency’s modernised enterprise recordkeeping system project. The role operates across two integrated delivery streams: the business and records management stream, which focuses on information governance, recordkeeping reform, business process change, user adoption; and IT technology delivery stream, which focuses on solution implementation, integration, migration, testing, security assurance, deployment and transition to operational support.

The role is accountable for overall project delivery, including planning, scheduling, governance, risk and issue management, budget and resource coordination, vendor oversight, executive reporting and benefits realisation. The Project Manager will work closely with business areas, the Information Management Unit, ICT delivery teams, cyber security, architecture, legal and procurement functions, vendors and senior executives to deliver a secure, compliant and user-centred recordkeeping solution.

The role requires sound judgement, strong stakeholder engagement skills and the ability to coordinate business, records, vendor and technology activities within a complex government delivery environment.
Key duties and responsibilities:
· Project governance and delivery management — Lead end-to-end project delivery, including project planning, scheduling, budget and resource coordination, risk, issue and decision management, change control, milestone tracking, dependency management and executive reporting.
· Establish and maintain effective governance arrangements, including steering committee reporting, project documentation, assurance activities, decision records, benefits tracking and escalation pathways.
· Manage vendor and implementation partner relationships, including deliverables, service outcomes, contractual performance, acceptance processes, dependencies and contract variations.
· Build productive relationships across business areas, ICT, the Information Management Unit, legal, procurement, security, vendors and senior stakeholders to support clear decision-making and effective delivery.
· Provide clear advice to senior executives on project progress, risks, issues, dependencies, trade-offs and strategic decisions.
· Lead the business-facing delivery stream for the compliant modernised recordkeeping system, ensuring business requirements, records and information management governance, obligations and operational impacts are clearly understood and incorporated into project planning and delivery.
· Facilitate workshops with business areas and the Information Management Unit to define current-state issues, future-state processes, business rules, information management requirements and adoption needs.
· Ensure the solution supports Australian Government recordkeeping, privacy, security and information governance requirements, including the Archives Act 1983, Privacy Act 1988, Australian Government Recordkeeping Metadata Standard, AS ISO 16175, Protective Security Policy Framework, Information Security Manual, digital continuity requirements and National Archives of Australia policies and guidance.
· Work with records and information management specialists to incorporate appropriate classification, metadata, audit, retention, disposal, access control and compliance practices into the future-state operating model.
· Coordinate business readiness, user engagement, communications, training, records champions, updated procedures and transition activities to support adoption and sustained improvements in recordkeeping practice.
· Coordinate the technology delivery stream in partnership with ICT delivery teams, vendors, architecture, cyber security, infrastructure, data and support teams.
· Oversee technology implementation planning, including configuration, integrations, data migration, test planning, technical acceptance criteria, deployment, cutover, hypercare and transition to operational support.
· Monitor technical risks, dependencies, constraints and delivery issues, ensuring they are visible in project governance forums and resolved through appropriate technical owners.
· Ensure architecture, cyber security, privacy, accessibility, records compliance and operational support requirements are considered throughout design, build, test and deployment activities.
· Partner with change, communications, training and support teams to ensure the technology implementation is aligned with business readiness, user adoption and BAU transition requirements.
· Coordinate the technology delivery stream in partnership with ICT delivery teams, vendors, architecture, cyber security, infrastructure, data and support teams.
· Oversee technology implementation planning, including configuration, integrations, data migration, test planning, technical acceptance criteria, deployment, cutover, hypercare and transition to operational support.
· Monitor technical risks, dependencies, constraints and delivery issues, ensuring they are visible in project governance forums and resolved through appropriate technical owners.
· Ensure architecture, cyber security, privacy, accessibility, records compliance and operational support requirements are considered throughout design, build, test and deployment activities.
· Partner with change, communications, training and support teams to ensure the technology implementation is aligned with business readiness, user adoption and BAU transition requirements.
Capabilities
· Demonstrated EL1-level APS capability, including strategic alignment, delivery, collaboration, integrity, accountability and influential communication.
· Ability to operate across business, records management, ICT delivery, vendor and executive stakeholder environments, translating complex issues into practical delivery decisions.
Essential
· Demonstrated experience leading complex ICT, digital transformation or business change projects in government or similarly regulated environments, including governance, risk, budget, schedule, reporting, assurance and stakeholder management responsibilities.
· Demonstrated experience delivering compliant records management systems , including translating legislative, policy and business requirements into system design, configuration, metadata, access controls, retention, disposal, audit and reporting capabilities.
· Demonstrated experience delivering business-facing records, information management and compliance-related change, including working with records specialists, business areas and operational users to define requirements, future-state processes and adoption needs.
· Demonstrated experience coordinating technology implementation activities, including SaaS or enterprise platform delivery, configuration, integration, data migration, testing, deployment, cyber/security assurance and transition to operational support.
· Proven ability to lead and coordinate multiple workstreams across business change, records management, technology delivery, vendor delivery and multidisciplinary teams, including managing dependencies, risks and competing priorities.
· Strong stakeholder engagement, communication, negotiation, analytical and problem-solving skills, including the ability to influence senior executives, exercise sound judgement and translate complex business and technical issues into clear advice and practical delivery decisions.
Success measures
· Delivery of the project within approved scope, budget, schedule, quality and governance expectations.
· Successful delivery of the business and compliant records management system, including clear future-state processes, improved recordkeeping practices, effective user engagement and alignment with government information management obligations.
· Successful delivery of the IT technology stream, including secure implementation, integration, migration, testing, deployment, cutover, hypercare and transition to operational support.
· Effective coordination between business areas, records specialists, ICT delivery teams, vendors, assurance functions and senior executives.
· Strong adoption outcomes, minimal operational disruption and demonstrable improvement in information governance, compliance and user confidence.


Technical skills
Essential 
· Relevant project, program or delivery management certification, such as PRINCE2, Agile, MSP, PMBOK/PMP or equivalent demonstrated experience.
· Relevant change management certification or demonstrated equivalent experience, such as Prosci, Change Management Institute accreditation or equivalent.
Desirable
· Experience or qualifications in records management, information governance, information management or digital recordkeeping.
· Experience or training in ICT delivery, enterpr

Responses to selection criteria

Criteria

The buyer has specified that each candidate must provide a response to each criterion. Each response is limited to 3000 characters.

Essential criteria      
1. Criterion 1: Project Governance and Delivery Leadership Demonstrated capability and experience in project governance and delivery leadership, including governance, risk, budget, schedule, reporting and assurance activities.
2. Criterion 2: Records Management, Information Governance and Business Change Demonstrated capability and experience in records management, information governance and business change, including translating legislative, policy and business requirements into operational outcomes and implementing a compliant modernised recordkeeping system.
3. Criterion 3: ICT Implementation and Transition Capability Demonstrated capability and experience in ICT implementation and transition capability, including enterprise platform configuration, integration, data migration, testing, deployment, cyber/security assurance and transition to operational support.
4. Criterion 4: Vendor, Commercial and Delivery Partner Management Demonstrated capability and experience in vendor, commercial and delivery partner management.
5. Criterion 5: Stakeholder Engagement, Communication and Influence Demonstrated capability and experience in stakeholder engagement, communication and influence across business, technical and executive stakeholders.
6. Criterion 6: EL1 Leadership, Judgement and APS Capability Demonstrated capability and experience in EL1 leadership, judgement and APS capability in complex delivery environments.
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HOW TO ADDRESS KEY SELECTION CRITERIA
The following provides a guide on how to address key selection criteria when applying for public service positions, and hence is particularly valuable to forward onto prospective candidates.

BACKGROUND RESEARCH
This guide has been prepared from information gathered from a wide variety of government sources.

THE PROCESS
Firstly, analyse the criteria, and look for the key issue(s). Once identified, ensure that you adequately address these issues. Each Key Selection Criteria is best addressed by the examples of demonstrated experience in various projects.

Finally, conclude your response by forecasting how you could perform the key issue in the future in this position. A paragraph will suffice.

SUCCESS
Provide a validating statement on your success and how you know you were successful. For example, offer feedback received from your manager or clients, state any cost and work efficiencies and/or quality assurance results. This is where you sell yourself.

SUGGESTED PAGE LAYOUT
· Retype the Criteria (bold or italic)
· Initial Premise(s)
· Supporting argument (attempting to prove your premise)
· Validating statement(s) (quote 3 or 4 examples – don’t make them too long, keep to the point)
· Summary
· How you believe your past experience will allow you to perform in the future
· Only use “I” in your responses.


LENGTH OF RESPONSE

If your response is too long, you risk boring the readers and they will not read everything you have written.

Do not, under any circumstances, ‘waffle on’ about your accomplishments.

If you make it too short, then you run the risk of excluding information which may bias a selection decision and you may not score as highly as you should have.

Short paragraphs should be used, and length should depend on how much you have to say and the level of the position.

Ask yourself: Is this important to support my case on this criterion?

Individual departments may provide a guideline as to the length of response they require – it is critical to the acceptance of your application that you adhere to guidelines provided which relate to response length.

Employ a strong positive approach demonstrating energy and initiative, but not arrogance. You should convey to the passive or neutral receiver that you should be interviewed. Always take into account the reader.

WHY GO TO THIS MUCH TROUBLE?

Addressing the selection criteria with quality responses demonstrates to the selection panel that you are not only qualified for the position, through your skills and experience, but that you are also committed to the role and have been prepared to take the time and effort to support your application.
Always bear in mind that the Selection Criteria process exists in the interests of equal and fair selection, based on merit, skills and experience.

SELECTION CRITERIA - MEANING OF TERMS

KNOWLEDGE
· ‘Knowledge’ – basic knowledge only is required. For example, you know which Act applied to a particular area and overall know what the Act covers.
· Sound Knowledge’ – a good working knowledge. For example, you know policy provisions and intentions of an Act and the conditions under which benefits are conferred or obligations assumed.
· ‘Thorough Knowledge’ – highest level. You would be expected to know the details of an Act, the theory of an Act, etc.

ABILITY VS PROVEN ABILITY/DEMONSTRATED ABILITY

When the terminology ‘ability to …’ occurs, it means that you need to provide specific examples of instances of where you have performed that function effectively.

In most cases, the list of duties will give you an idea as to the ‘level’ of ‘knowledge’ or ’ability’ required to perform the duties.

Ensure that you relate your past performance and experience to every qualification and/or experience statement listed in the Selection Criteria.
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