
 

 

Position Description 
Position Of  ICT Project Manager, Epilepsy Smart Australia 

Incumbent Vacant 

Reports To CEO 

Time Full-time (Initial 12 month fixed term contract)   

Reports Nil 

Approved By CEO  June 2020 

 

1 Organisational Environment 

Our Values 

The Epilepsy Foundation (EF) is committed to policies and practices that reflect and require respect for fellow workers 

and those we serve. To this end we aim to enact our values of: 

• Equity and access – ensuring that people living with epilepsy get a fair go and can connect to appropriate 

supports and services 

• Participation and inclusion – engaging people and building effective relationships based on a shared purpose 

• Resourcefulness and innovation – seeking better ways to do more with the resources available to us 

• Trust and integrity – displaying integrity in everything that we do thus enabling the people who rely on us to 

have confidence in our motives and abilities 

• Accountability – fulfilling our responsibilities and obligations 

Vision 

People with epilepsy have equitable access to education and employment, feel safe and connected in their community 

and no longer die from their epilepsy. 

Mission 

Reduce the impact of epilepsy on people’s lives. 

Organisational Context 

The EF provides support for people living with epilepsy and their families to help them live better lives as defined by 

them. 

Our services include information and support, as well as education and training and social and psychological epilepsy 

research. 

 We work to raise awareness of epilepsy in organisations and in the broader community to reduce stigma and create a 

more welcoming and inclusive society. 
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2 Position Summary  

The purpose of this role is to manage a complete Information and Communication Technology (ICT) transformation to 

support the national implementation of the Epilepsy Smart Australia Pilot Program.  This Program is a federally funded 

pilot project to develop a national framework for the consistent delivery of epilepsy-related services and supports 

throughout Australia.   

The ICT Project Manager is responsible for managing the development and implementation of ICT to support the 

Epilepsy Smart Australia Program.  The successful candidate will work closely with the Epilepsy Smart Australia 

Program Manager, the EF IT Manager as well as current and future ICT providers; all to support the overall 

development and implementation of the Epilepsy Smart Australia Program.   

3 Key Responsibilities 

The key responsibilities of the position are:  

3.1 Project Planning and Activities 

Determine and implement the technology transformation schedule and activities throughout the project life cycle 

(including but not limited to problem definition, planning, planning approval, overall project plan, reporting, 

procurement strategy, procurement tender process, project delivery, commissioning and handover). 

Manage the implementation of the project plan to meet scope, time, cost, quality and safety requirements to ensure a 

successful technology transformation. 

3.2 Business Process Improvement 

Lead and manage a multi-disciplinary team to facilitate the technology transformation by delivering a range of 

complex and specialist business and technical analysis services, including detailed business process mapping, data 

mapping, data quality assessment, data migration and integration assessment, requirements gathering, business 

process improvement and change management. 

Facilitating the use of EF’s existing continuous improvement process to enable the appropriate adaptation of existing 

technology and processes, where possible, to meet the needs of the Epilepsy Smart Australia Program.   

3.3 Stakeholder Engagement 

Manage a diverse range of stakeholders who have different and often divergent needs and requirements.  Manage 

the engagement with these key internal and external stakeholders to understand the factors that will enable the 

successful technology transformation.   

3.4 Budget Management 

Develop a detailed technology transformation budget and forecast cash flows/milestones from approved budget, 

including reviewing and recommending for approval for project costs and variations, monitoring and controlling 

project costs and reporting on expenditure vs project progress and addressing any slippage issues. 

Ensuring that the technology transformation meets all milestones and deadlines without compromising on safety, 

values and program outcomes. 

3.5 Management of Risk 

Follow EF’s established risk management framework and implement appropriate risk management strategies to 

address identified risks.  This includes maintaining quality control methods, processes and systems that contribute to 

the success of the technology transformation and that minimise risk the impact on current operations during the 

project life cycle. 

Manage all aspects of the technology transformation and together with the Epilepsy Smart Australia Program 

Manager ensuring the early identification and management of ICT issues/barriers/risks including escalation to the CEO 

as appropriate.  
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3.6 Evaluation and Reporting 

Manage, monitor and report on the performance of project activities at planned intervals throughout the project 

referring to the agreement between the federal government and EF for external reporting requirements.  Assessing 

opportunities for improvement and working in close collaboration with the Epilepsy Smart Australia Program Manager 

in managing the transformation alignment. 

Prepare a close out report at the completion of the project, referring to the agreement between the federal 

government and EF. 

3.7 Partner Management 

Co-manage current technology support and infrastructure providers against existing contracts to support transition.  

Manage the performance of all new technology transformation against the contract to ensure continual benefit 

realisation. 

4 Position Dimensions 

4.1 Level of Supervision/Accountability 

The CEO will directly monitor the performance of this position on a regular basis and with reference to exception 

reports generated by the incumbent, the Epilepsy Smart Australia Program Manager and the Finance Manager. The 

incumbent is required to demonstrate sound judgment to effectively prioritise the workload and operate on a ‘no 

surprises’ basis. 

The precise Key Performance Indicators will be determined annually and in conjunction with the CEO and Epilepsy 

Smart Australia Program Manager, the latter with reference to the Agreement with the federal government. These 

can be varied from time to time depending on the focus required by the Epilepsy Smart Australia Program and from 

the Epilepsy Foundation. 

4.2 Decision making authority 

The incumbent has the authority to decide day-to-day work related issues within the key responsibilities and duties. A 

budget with expenditure responsibility will be allocated for the activities being undertaken as set out on the Epilepsy 

Smart Australia Program budget, with the incumbent to monitor expenditure.  All other decision making must be in 

line with EF’s Delegation of Authority Schedule e.g. contract execution, expenditure, staffing and media. Any issues 

addressed in Delegation of Authority Schedule outside the authority of the role are to be referred to the CEO for 

decision. 

4.3 Flexible Work Hours and Travel (if applicable) 

In order to meet the requirements of this role the ICT Project Manager may be required to maintain flexible work 

hours and undertake some interstate travel. 

5 Position Competencies/Selection Criteria 

To be successful in this role you will need the confidence to deal with a diverse and changing work agenda with 

enthusiasm and flexibility.  The successful candidate will demonstrate the following: 

5.1 Personal characteristics and skills 

• Strategic, commercial mindset with a high degree of business acumen and can embrace the practicalities of 

development, testing and implementation of a suite of ICT 

• Excellent interpersonal communication and influencing skills with the ability to develop and maintain constructive 

relationships across diverse group of stakeholders 

• Ability to work independently, remotely and/or in a team environment 

• Builds trust through consistent values, actions, behaviours and communication 

• Excellent organisational and time management skills with an ability to remain positive when under pressure 

• Ability to be ethical, diplomatic, tactful and maintain strict confidentiality on sensitive matters 
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• Organised, ‘can do’, action-oriented, pays high attention to detail with ‘no surprises’, demonstrating initiative, 

and the capacity to use flexible approaches in achieving work outcomes 

• Committed to continuous quality improvement 

• Capacity and willingness to work within the Values, Vision and Mission of the EF 

• Ability to appropriately identify and escalate issues or blockages to the CEO 

• Strong written skills and the ability to prepare written communication to meet the different stakeholder needs. 

5.2 Qualifications 

• Degree in ICT or equivalent and/or demonstrated experience in ICT project/change management 

• PRINCE2 Foundation and/or PMBOK or Agile or equivalent relevant project management 

methodology/framework experience 

• ITIL Foundation. 

5.3 Knowledge and Experience 

Essential: 

• 10+ years experience as a Project Manager and in-depth practical experience in managing change and complex 

stakeholder relationships 

• Project Management methodologies e.g. PMB, SCRUM or other 

• Extensive experience in cloud projects, Cloud Architecture and Data Architecture Frameworks 

• Experience with vendor procurement, framework development and service transition/integration to existing and 

future operational support function 

• Experience with both AWS and Azure  

• Experience setting up vendors and frameworks for new projects  

• Experience setting up standards and reports  

• Experience in contract and budget management 

• Not for profit experience is desirable 

• Government experience is desirable. 

Safety screening and other requirements specific to this role 
 

Employment is subject to Disability Worker Exclusion Scheme requirements*  

Employment is subject to a satisfactory Police Check  

Employment is subject to a satisfactory Working with Children Check  

Victorian Institute of Teaching (VIT) exemption does not apply. 

 

First Aid Certificate   

Current Driver’s Licence   

*As part of the pre-employment screening process, prospective employees must be checked to ensure they are 

not on the List. 

Additional Requirements - Nil.  

 

Title  Name Signature Date 

CEO Graeme Shears  18/06/20 

ESA PM Nicole Coulthard  18/06/20 

 


