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Who is South West T AFE? 

Position Description 

Workforce Development Officer 

People & Organisational Development 

People & Organisational Development 

People & Organisational Development - 05005 

Specialist Staff Level 6 

102612 

Executive Manager - People & Organisational Development 

NIL 

South West TAFE is an education hub with a difference. We bring innovative education and industry insider 
knowledge together to power talent for tomorrow. 

To better meet the demands of the fast paced world of 21st Century business, our courses are designed by industry 
and taught by professionals. 

With over 150 courses on offer, we are well suited to provide quality hands-on training across the major business 
sectors. Plus, our teachers, training facilities, support services and direct links with industry are second to none. 

Our campuses are located throughout the southwest Victoria region, including Warrnambool, Hamilton, Portland, 
Colac and Sherwood Park with a further delivery site at Glenormiston. 

Our Ambition is to provide future focused education that creates a lifetime of opportunity and employability. 

Our Purpose is to deliver a modern and fresh approach to helping generations develop the skills they need for the 
futures they aspire to. 

Our Values are: 
• Integrity & Impartiality - We are transparent and ethical in all that we do, every day
• Respect & Human Rights - We demonstrate trust, understanding and embrace diversity
• Leadership - We will be forward thinking, collaborative and inspirational
• Accountability - We take ownership of our actions and deliver on our promises
• Responsiveness - We will deliver and respond with care.

Division Overview 

The People & Culture team lead our staff capability, staff and values that assists South West TAFE in achieving its 
strategic plan. We do this by: 

• Leading our staff capability, purpose and values;

• Developing strategies designed to attract, retain and engage our workforce;

• Supporting our staff with recruiting, corporate inductions and professional development events and support;

• Promoting and developing a high performance culture across the organization;

• Modelling a practice of engagement and collaboration with our staff;

• Managing staff payroll, Workcover and return to work activity

Position Overview (Your Opportunity) 

This role reports to the Executive Manger - People & Organisational Development and works with the organisation to 
build and implement Learning & Development solutions in line with business needs. 

The position provides recommendations and solutions covering specific areas of Learning & Development, including 
training needs analysis, training delivery, training vendor relationship management, course participation 
management, training logistics, and/or other services. 

Additionally, it provides interpretation and counsel to the organisation regarding Learning & Development policies, 
programs and practices. 

To remain current the role requires researching issues and developing Learning & Development solutions to resolve 
business issues. Maintaining quality in current systems is crucial as well as developing and implementing new 
Learning & Development policies, plans, practices and programs to meet organisational and Management needs. 
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Key Selection Criteria (Key to Success) 

Position Description 

Successful candidate will demonstrate the best combination of the following characteristics; 
• Experience in workforce development planning, professional development and forum facilitation of activities

and workshops to key stakeholders.

• Strong knowledge of adult learning principles and the ability to develop and deliver Learning & Development

programs.

• Highly developed communication skills, with demonstrated ability to build strong relationships with internal

and external stakeholders.

• Extensive experience of the full lifecycle of Project Management (including events planning), including

research and data collection, result analysis, and the production of professional visual communication

concepts.

• Demonstrated ability to meet deadlines, achieve goals and to work concurrently on, and prioritise, multiple

tasks and work schedules. Flexibility with working arrangements is essential.

Qualifications and Requirements 

Mandatory requirements 
• A degree in human resources or business administration (or similar discipline) with relevant experience or

lesser formal qualifications with substantial experience. Expertise in human resources or learning &

organisational development environment may be considered

• Project Management and associated administration experience

• Advanced competency in the use of the Windows operating environment, including a sound operational

knowledge of the MS Office and similar digital systems

• Employee Victorian Working with Children and satisfactory Police Check

Highly desirable requirements 
• Experience in the Vocational Education & Training (VET) Industry and/or educational environment

• Knowledge of Adobe products, Smartsheet, SWTAFE Online (Moodie) and Culture Amp

Additional Information 

• South West TAFE supports Equal Employment Opportunity and are committed to make diversity, equality

and inclusion part of everything we do - from how we develop and deliver our courses, to how we build our

diverse workforce. We actively encourage applicants from all backgrounds to apply

• South West TAFE is a child safe organisation focusing on the wellbeing and inclusion of children and young

people

• Position, requirements, classification skill level required and conditions in accordance with South West

Institute of TAFE (Specialist Staff) Enterprise Agreement 2021

• Statements included in this Position Description are intended to reflect in general the duties and

responsibilities of this position and are not to be interpreted as being all inclusive

• SWT AFE may alter this Position Description if and when the need arises to best suit the operation

requirements of the position

• Any member of SWT AFE may be required to work at any site dependent upon business needs

Authorit level 

Prepared by Recruiting/Hiring Manager 

Approved by Department Executive Manager 

P&C review People & Culture 

Agreed by Incumbent 

Name Date 
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