
 

 
 
 

Position Description 
_________________________________________________________________________________________________________________________________________________________________ 

 
Position title Project Manager’s Assistant 

Discipline Ecology NSW 

Reports to Discipline Manager Ecology - Parramatta 

Typical experience 2+ years 

Location NSW - Parramatta 

Direct reports Nil 

Utilisation target 90% 

Position ID PD084 

Position purpose This role is responsible for providing project management assistance to our 
project manager to support delivery of a major biodiversity project and to 
provide project support to our NSW ecology team 

 

Key aspects and 
responsibilities 

Monthly time allocation: 
- 90-85% project 5735 and 6545 ARTC IR Offset ID program. 
- 10-15% offset database management. 

Project support: 

- Partner with project manager to provide project management 
assistance, including the tools, resources and advice to support a 
large complex project through to completion.  

- Support the project manager to ensure the project logistics are 
properly scoped, implemented and delivered on time, budget and 
to required quality specification. 

- Provision of efficient logistical support, creating, implementing and 
monitoring project plans against time, cost and quality 
requirements. 

- Undertake research, for project biodiversity offset database, 
creating or preparing application and other documentation, liaising 
with clients and stakeholders (predominantly over the phone), and 
providing regular reports. 

- Building and maintaining supportive relationships with the NSW 
Ecology team managers, senior staff, and key stakeholders. 

- Support the project manager to establish partnering relationships 
with relevant external sub-contractors, supporting logistics, 
communications, cost control, quality and delivery. 

- Separate to the project support: assist the Offset Director in 
managing all aspects of the Company’s biodiversity offset credit 
database including periodic reporting functions; and 

- Other related project management assistance tasks as required. 
 



 

 
 
 

Internal and external client relationship management 
- Liaising with clients and stakeholders (predominantly over the 

phone) in order to gather information. 
- Aware of client satisfaction levels and requirements to meet those 

targets. 
- Develop and maintain strong, collaborative relationships with 

internal and external stakeholders, clients and project management 
team/s to understand business, project and people needs, manage 
expectations and enhance engagement and service support. 

 
Health, Safety and Culture 

- Lead by example to promote a proactive safety culture 
- Play an active role in your safety and the safety of others around 

you. 
- Ensure that all work is carried out with compliance to workplace 

health and safety laws, regulations, policies, and procedures. Risks 
are to be identified and reported. 

- Respond to any HSE incidents as per the incident procedure and 
report them to your manager and the HSE coordinator, as per the 
HSE manual. 

- Respond to any environmental risks as appropriate through the 
SWMS process and advise management and the HSE coordinator 
accordingly. 

- Participate in HSE consultation and training initiatives. 
 

Undertake other duties  
- As reasonably required or directed. 

 

Core competencies Collaborative 
- Works well with others to achieve team goals. 
- Shares opinion/experience/ knowledge with others and in turn, 

listens to the values and opinions of others. 
- Consults with colleagues and seeks their input in problem solving 

/decision making. 
- Keep manager informed of progress/issues encountered. 

Communication 
- Listens to others. 
- Expresses thoughts and ideas effectively. 
- Conveys information clearly, concisely, and logically in both verbal 

and written. 
- Checks for understanding to ensure mutual understanding of 

others. 
Problem solving 

- Seeks all relevant information for problem solving. 
- willing to seek input from others and share own ideas to achieve 

best outcomes. 



 

 
 
 

Innovative 
- Draws on a range of information sources to identify a new way of 

doing things. 
- Challenges the status quo by continuously reviewing the 

established ways of doing things. 
Resilience 

- Perseveres to achieve goals, even in the face of obstacles. 
- understands setbacks and disappointments. 
- Remains calm and in control under pressure. 
- Accepts constructive criticism in an objective manner. 

Professionalism 
- Demonstrates professional and respectful behaviours that reflect 

organisational expectations. 
- Behaves ethically and accepts responsibility for own actions. 
- Responds to others with courtesy and respect, is open and honest. 

Cultural awareness and support of diversity 
- Treats others fairly. 
- Treats all people with respect and values diverse perspectives. 
- Participates in a supportive work environment for the diverse and 

multicultural workforce. 
- Recognizes differences as opportunities to learn and gain by 

working together. 

 
Qualifications Essential:  

- Relevant degree qualification or equivalent. 
Desirable:  

- First Aid Certificate or willingness to obtain. 
- Current drivers licence. 

Experience Years of experience:  
- At least 3 year’s relevant experience in a similar position. 

Essential - Areas of work experience: 
- At least 2+ years’ experience in a project management assistant 

role, or relevant similar role. 
- A strong work ethic and demonstrated project management skills, a 

track record of working collaboratively in a team environment to 
deliver high quality services.  

- A willingness and inherent skills to interpret then apply your 
understanding of the NSW Biodiversity Conservation Act 2016 (BC 
Act), the Biodiversity Offsets Scheme (BOS) and accompanying 
regulations as required to manage a large and complex database of 
offset credit information. 

- Strong computer literacy and proficiency with the MS Office suite. 
Desirable 



 

 
 
 

- An interest in Biodiversity or Natural Resources Management would 
be advantageous. 

- Willingness to understand and apply learnings of complex NSW 
legislation and guidelines. 

- Proficiency in database use is desirable, but training will be 
provided to candidates without experience. 

Skills - Highly developed interpersonal skills, incorporating verbal and 
written communication, negotiation, analytical, relationship and 
resolution skills. 

- The ability to work semi autonomously without constant direct 
supervision. 

- The ability to work collaboratively in a team environment. 
- A positive, can-do attitude, a supportive and team focused outlook 

and a strong desire to empathetically support team members. 
- Ability to work well under pressure, prioritise tasks effectively, and 

to be flexible and adaptive. 

Key performance 
Measures  

- Achieve individual Key Performance Indicators as determined and 
agreed in periodic performance review, as they relate to Company 
requirements, active project administrative support and offset 
database management. 

 
Employee name  

Signature  

Date  

The employee’s signature confirms that the position holder and manager have read the position 
description and are satisfied that it accurately describes the position. 

 

 

 

 

Reviewed by  Amendments  Policy Approved By  Date  

 Created 1/4/21  New position description  Lawrence Smith 

 

 

        

 


