Canberra Institute of Technology
Position Description

POSITION NUMBER:	P70956
CLASSIFICATION:	ADMINISTRATIVE SERVICE OFFICER CLASS 6
POSITION TITLE:	Cloud Campus Project Support Officer
DIVISION:	Enabling Services and Partnerships Division
COLLEGE/BRANCH:	Corporate Services
SECTION: 	Information, Communication and Technology
SUB SECTION/COST CODE:	31101
IMMEDIATE SUPERVISOR:	Project Director, Cloud Campus
	
ABOUT US
Canberra Institute of Technology (CIT) is a dynamic, modern, and diverse vocational education and training (VET) institute of learning - and plays a major role in the development of the ACT’s future workforce and building its skill base. As the ACT’s public provider of VET, we are the cornerstone of the local skills and training system and deeply embedded in our community. The critical role we play in the Canberra economy and society is demonstrated by the significant influence of our graduates and educators. Our alumni embody excellence and proficiency in their respective vocations.
At our core, we strive for inclusion, providing equal access to education and training and enabling anyone to pursue their learning and career goals. We are dedicated to supporting social inclusion, offering all who walk through our doors a sense of place and belonging, and the confidence to participate in the workforce. 
Our strategic ambition is outlined in our CIT Strategy 2025-2035: Skilling for the future equipping you for life. This strategy sets four objectives to guide our actions towards achieving our vision to be renowned for our inclusive and dynamic approach to teaching and learning that meets the needs of students, industry and the community. These strategic objectives are:
· Our training meets the skills needs of today, tomorrow and beyond.
· Our teaching and learning is leading edge and enhances student outcomes.
· Our people are equipped to achieve our strategy.
· Our foundations support the delivery of our strategy and enable future growth.


OUR PEOPLE
CIT cultivates its workforce to create an environment where our people thrive, are motivated and embrace leading roles in achieving our ambitions. Our values of student-centric, belonging, connection, excellence, integrity and wellbeing guide every decision and action that we take. They steer us towards our purpose and create a culture of trust, collaboration and accountability. These values are aligned to the ACTPS values and signature behaviours which are underpinned by the ACT Public Service (ACTPS) Code of Conduct. 
CIT is committed to building a diverse workplace through an inclusive workforce. As part of this commitment, Aboriginal and Torres Strait Islander peoples, culturally and linguistically diverse people, people with disability, and LGBTIQ+ people, are encouraged to apply.
[bookmark: _Hlk201839888]ENABLING SERVICES AND PARTNERSHIPS DIVISION 
The Enabling Services and Partnership division delivers a comprehensive suite of strategic, operational, and support services across CIT. It integrates functions including strategic finance, financial management and compliance, audit and reporting, human resources, industrial relations, procurement, corporate governance, risk management, commercial contract management, facilities and asset management, and information and records systems.

The division also supports work health and safety, student administration systems, and corporate compliance, ensuring CIT meets its obligations as a Territory Entity and Territory Authority to the ACT and Australian Governments.

This division plays a critical role in:
· Driving commercialisation and new market development to support sustainable future skills growth.
· Partnering with CIT’s core business areas to deliver competitive, student- and customer-focused systems and processes.
· Generating commercial revenue and delivering accurate data to support informed decision-making.
· Designing and implementing initiatives that enhance business performance and process improvement—positioning CIT as a provider of choice.

DATA AND DIGITALISATION BRANCH
Under the leadership of the Chief Information Officer, the CIT Data and Digitalisation Branch plays a pivotal role in supporting CIT to achieve its digital objectives, propelling CIT toward a Net Zero world, while ensuring seamless digital experiences for students, staff, and the broader community.  The Branch is focused on aims to:
· Enhance Technological Capabilities: Continuously improving our technology infrastructure and solutions, ensuring seamless transitions across social, work, and student digital environments, all while supporting a Net Zero world.
· Optimise Digital Experience: Delivering an exceptional online journey for students and staff, to enhance satisfaction and engagement while maintaining operations.
· Promote Collaboration and Skill Development: Prioritising effortless collaboration, innovation, and digital literacy, empowering all CIT community members to derive value from technology.
· Support Data for Informed Decision-Making: Actively generating insights from data to meet regulatory requirements and support inform decision-making processes.
· Ensure a Safe and Secure Environment: Clear data collection policies maintain transparency, safeguarding information while respecting privacy. The branch implements measures to ensure our information environment is safe and secure to reduce risk of cyber incidents without compromising usability and in line with relevant regulations.

THE POSITION 
The Cloud Campus Program is a key initiative of CIT’s future digitalisation strategy, the successful transition to the Woden campus, and broader business transformation and campus renewal initiatives. Cloud Campus is not just about delivering technical solutions to support CIT – it is about transforming the way CIT does business. The Cloud Campus Program team will also ensure the successful integration with eh Smart Campus being delivered as a key element of the CIT Woden Campus. 
The Program Support Officer supports the Program Director to successfully scope and implement Cloud Campus program objectives and deliverables, through a range of administrative functions, including document control, record keeping, procurement and budget management. 

RESPONSIBILITIES
The primary responsibilities are to: 
· Assist the Cloud Campus Project Director to improve organisational capability and delivery by coordinating allocated projects/initiatives/work packages.  
· Ensure allocated projects follow the agreed project methodology and frameworks.  
· Assist with reporting on the status of projects.  
· Assist with the maintaining and monitoring project plans, project schedules, work hours, change variations, budgets and expenditures. 
· Provide secretariat services as requested for key meetings.  
· Support the Digitalisation Office, and Cloud Campus program, with the drafting, preparation, release and evaluation of procurement documentation and approaches to market. 
· Provide general administrative and business support to the Digitalisation Office. 
· Undertake scheduled and ad-hoc project tasks as required. 
· Assist with documenting project risks and issues and provide solutions where applicable.  
· Liaise with a diverse range of stakeholders, including students, teaching and administrative staff, technical teams and vendors, to coordinate program works and provide support in resolving program issues.  
· Update project and program status reports, both scheduled and ad hoc. Notify the Project Manager of any potential or realized risks and issues to business and facilitate resolution.  
· This position does not involve direct supervision of staff. 
· Undertake other duties as required to support the successful execution of the Cloud Campus program. 
· This position does not involve direct supervision of staff.
PROFESSIONAL AND PERSONAL CHARACTERISTICS
The following capabilities form the criteria that are required to perform the duties and responsibilities of the position. 
· Knowledge of project and project management office processes and procedures, with proven abilities and experience in contributing to administering a PMO function, its processes and templates, reporting and continuous improvement practices. 
· Practical experience/exposure to complex technical projects, which includes reporting of their status, financial oversight and reporting to senior stakeholders 
· Knowledge and experience in the application of a recognised governance and program and project management methodologies and frameworks.
· Demonstrated ability to model the ACT Public Service values and signature behaviours. Knowledge of and the ability to work in accordance with CIT policy and principles, respect, equity, and diversity (RED), work health and safety (WHS) and workplace participation. 

Professional / Technical Skills and Knowledge 
MANDATORY QUALIFICATIONS AND EXPERIENCE 
· Relevant formal qualifications or highly developed knowledge and understanding of a recognised project management discipline would be highly desirable.  
· Experience in a program/project office and familiarity with project management software will be highly regarded.  
· Proficiency in Sharepoint and TRIM for collaboration and record keeping purposes. 

 Behavioural Capabilities
1. Strong written and verbal communication skills, including ability to produce high-quality documentation. 
2. Adaptability to changing circumstances and multiple priorities and demands, and resilience while managing a constantly changing environment  
3. Ability to consistently display commitment to high quality customer service principles and practices. 
4. Demonstrated ability to model the CIT cultural traits and ACT Public Service values and signature behaviours. Knowledge of and the ability to work in accordance with, and implement agreed CIT policy and principles, respect, equity and diversity (RED), work health and safety (WHS) and workplace participation. 

QUALIFICATIONS AND EXPERIENCE 
· Relevant qualifications to underpin the duties outlined above will be highly regarded.  This position does not require a pre-employment medical 
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