1. POSITION IDENTIFICATION

Title

Project Manager – Jobs Townsville North Queensland (RJC)

Office location

Townsville

Award and classification

Non-award

Reports to

CEO - Regional Development Australia Townsville & North West QLD

Employment Status

Full Time 12 Month Contracted

We acknowledge the Traditional Owners of the land upon which we live and work. We pay respects to
Elders past and present as the knowledge holders and sharers. We honour their strong culture and
knowledges as vital to the self-determination, wellbeing and resilience of their communities. We stand for
a future that profoundly respects and acknowledges Aboriginal and Torres Strait Islander perspectives,
culture, language and history.

2. BACKGROUND

About the RJC
The Regional Jobs Committee (RJC), established with the task of supporting the growth and development of a
strong, capable and skilled workforce, delivers projects, engagement and initiatives as a program known as
Jobs Townsville North Queensland (JTNQ).
RJCs bring together industry groups, training providers, local and major employers, employee representatives
and three levels of government to help plan local training investment and match local skills needs and drive
regional job creation.
Regional Development Australia Townsville & North West Queensland (RDA TNWQ) manages the RJC Service
Agreement, under auspice, through the Department of Small Business Employment and Training (DESBT).
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About JTNQ
The purpose of Jobs Townsville North Queensland is to support jobs growth in a strategic manner resulting in
the benefit of a stronger, more capable and better-skilled local labour pool that can positively impact the
regional workforce.
JTNQ encompasses five (5) Local Government Areas (LGAs) including Townsville, Burdekin, Hinchinbrook,
Charters Towers and Palm Island and also recognises the strong workforce links to the North-west Queensland
region.
The primary role of JTNQ includes (among others):
•

•
•
•
•
•

To provide strategic oversight of the Townsville Workforce Development Plan 2020-2025 to build local
industry capability, diversity and workforce development opportunities underpinning the local
economy. Key focus industries include Health Care and Social Assistance, Transport, Postal and
Logistics, Manufacturing and Professional, Scientific and Technical Services.
To advocate for investment in training and skills that aligns with regional jobs and employment growth
and needs.
To drive and build education pathways (schools/vocational education and training/tertiary) to ensure a
job-ready workforce.
To improve employment outcomes for Aboriginal and Torres Strait Islander peoples.
To create greater awareness amongst high school students of the pathways to future job opportunities
in the region.
To engage with industry and other partners to attract skills to fill existing pathways.

About the Project Manager Role
The Project Manager works autonomously to ensure key performance criteria is delivered to the satisfaction of
the RJC and funding partner through the co-ordination and delivery of regional events and activities under the
Jobs Townsville North Queensland action plan.
The Project Manager also provides organisational and administrative support to their respective RJC.
The Project Manager will be an integral member of the Regional Development Australia TNWQ team and will
be involved in the day-to-day activities of RDA and the office.
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3. KEY ACCOUNTABILITIES

Project Management
• Project managing identified projects - (1) skills attraction and (2) the development of skills pathways
for the future workforce - as per the Action Plan and any new emerging projects including developing
project briefs, and progress reports, stakeholder engagement, research, writing content for collateral
and/ or the website, uploading information to websites, and posting on social media
• Develop and maintain a database of key contacts
• Identify and attract new co-funding for projects to expand their reach and impact
• Manage project budgets and associated reporting
Engagement
• Regularly engage with regional employers, small businesses, schools, registered training organisations
and other industry stakeholders to:
o Seek insights into workforce challenges and opportunities
o Address employment issues, identify and maximise local opportunities.
• Build strong working relationships with other RJCs across the state.
• Understand and disseminate information to regional stakeholders using a range of communication
channels.
Advocacy
• Advocate strong links between schools, parents, industry and employers and registered training
organisations to better ensure that students’ skills and training lead to existing and future jobs.
• Assist the RJC to identify and communicate trends and opportunities for jobs growth in the local area
and provide timely evidence-based data to back findings.
Partnerships
• Build strong local partnerships with key skills sector stakeholders to enable planning for the skills
needed to support employment in a region.
• Facilitate connections between local schools, industry and training providers.
• Drive regional engagement and collaboration projects (including workshops and events) that promote
training and skills development aligned to local jobs and employment growth.
• Deliver events, workshops and other activities under the pre-approved action plan.
Reporting
• Prepare accurate and timely activity reports to DESBT, as per the Services Agreement which consists of
monthly:
o Progress reports;
o Training solutions reports;
o Stakeholder engagement reports;
o Action plan;
o Annual final report; and
• Provide administrative support to the RJC.
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4. SKILLS, KNOWLEDGE & CAPACITY

Interpersonal
• A positive attitude, strong work ethic and ability to work autonomously.
• Demonstrated existing industry and stakeholder networks across the North Queensland region.
• Ability to build positive, respectful relationships with all stakeholders.
• A consultative, professional, and solution focussed mindset.
• Ability to communicate effectively and consult in a welcome manner.
Organisational
• Professional conduct that demonstrates to others respect, integrity, teamwork, excellence and safety.
• Demonstrated commitment to completing tasks within time, cost and quality.
• Demonstrated commitment to ensuring reporting is completed on time and to required standards.
• Ability to work under pressure, use initiative, manage and prioritise multiple tasks.
• Ability to work autonomously in a small team environment.
• Strong attention to detail.
• Professional manner & presentation.
Qualifications and Experience
• Strong experience and working knowledge of MS Office (Word, Excel, PowerPoint, Outlook).
• Demonstrated ability in the collection, analysis and interpretation of workforce and labour market
data.
• Demonstrated ability to use social and digital platforms to share relevant information.
• Ability to quickly learn and integrate new systems and procedures (digital and administrative) into
operational activities.
• The employee must hold a current Driver’s License.
Qualifications – Desirable:
• Tertiary qualifications in a related discipline (marketing, communications, community development,
government policy, business, or other).
5. OCCUPATIONAL HEALTH AND SAFETY

RDA TNWQ employees are responsible and accountable for:
• Taking reasonable care for the health and safety of themselves and others.
• Compliance with workplace policies and procedures for risk identification, risk assessment and risk
control.
• Active participation in activities associated with the management of workplace health and safety.
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•
•

Identification and reporting of health and safety risks, accidents, incidents, injuries and property
damage at the workplace.
Ensuring a workplace free from bullying harassment and discrimination.

6. ACKNOWLEDGEMENT

This job description has been designed to indicate the general nature and level of work performed by the
Project Manager, as per the Regional Jobs Committee Services Agreement. It is not designed to contain or be
interpreted as a comprehensive inventory of all duties, responsibilities and qualifications required of
employees assigned to the role.

Employee:

CEO

………./…./…….

Regional Development
Australia Townsville
and North West
Queensland:

………./…./…….
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