
 

   

Position Description 
 

 

Position title:  Strategic Project Manager  Location: Djarragun College 

Employment 

Status 
Fulltime Reports to: Chief Operating Officer 

Date: February 2021 Job classification:   
School Administration 
Services Grade 6 

Level 6 – step 1 to step 3 

Our vision 

To be the school of choice for students, parents and communities in Cape York and the Torres Strait Islands 

 

Our mission 

To develop proud, strong, educated indigenous men and women, who walk confidently in two worlds, to 
be leaders, and to be role models for their families and communities 

 

Our Values 

High expectations and no excuses –  Raise  the  bar  on  learning  and  aim  for mastery 

Learning time is precious – There are no shortcuts to success 

Personal responsibility – Each person is accountable for their actions 

Respect others and assign yourself – Self-discipline and commitment will ensure achievement 

Creating pathways for every student – No student left behind.  No student held back 

 

About Djarragun College: 

 

Djarragun College is an independent school for students from Prep to Year 12. Students can attend as day 
students or as boarding students.  Djarragun College is owned and operated by an Indigenous Australian 
Organisation.   Djarragun College is committed to delivering the standard of education long demanded by 
the Aboriginal and Torres Strait Islander people of Australia.  
 

Key Accountabilities and Measurables 

The Strategic Projects Manager will have primary responsibility for identifying, developing and 
implementing strategic opportunities and potential partnerships at Djarragun College under the leadership 
of the Chief Operating Officer. This will build the College’s profile in key pieces of work, leading towards 
the achievement of the strategic goals of the College as described in the strategic plan. 
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The Strategic Projects Manager will play a key role in the strategic development of the College’s offerings 
through opportunities identified through engagement with industry, government and non-government 
organisations locally, nationally and internationally. The position is responsible for identifying; pursuing, 
securing and implementing opportunities to enhance Djarragun’s capabilities through commercial means 
and ensure program offerings are developed into scalable/ replicable products.  
 
The Strategic Projects Manager will be expected to determine their own work plans, priorities and courses 
of action and make proposals on these in the wider College context. They will operate within a framework 
of broad organisational policies and/or external requirements. Performance will be reviewed against 
strategies/targets.  
 
The Strategic Projects Manager will work closely with the Chief Operating Officer and the College Principal 
and will determine priorities in the context of those established by the Chief Operating Officer and operate 
within the framework of established College policies and work systems. 
 
The Strategic Projects Manager operates with a high level of autonomy and is expected to display significant 
initiative, sound judgement, and reliable leadership and management in carrying out the requirements of 
the position.  
 

Strategic Project Manager 

Key accountabilities 

Key result area Major Activity / Deliverables  Key Performance 

Measures 

KPI  

Strategic Project 

Management 

•  Identifying, developing and 

implementing strategic 

opportunities and potential 

partnerships with industry, 

government and non-

government organisations 

locally, nationally and 

internationally to build a 

profile of the College’s 

innovation and enterprise 

capabilities.  

• Identifying, pursuing, 

securing and implementing 

opportunities to enhance the 

College’s capabilities and 

reputation with relevant 

sectors.  

 
 

• Liaise with 

government 

organisations for 

the potential 

partnerships with 

the industry 

 
 

 

• To develop 

Opportunities for 

Improvement Plan  

to enhance the 

College’s 

capabilities and 

reputation in the 

community  

 

• To provide a 5-

year strategic 

plan to the Chief 

Operating Officer 

profiling 

innovation and 

capabilities of the 

college 

 

 

• Ensure that 

Opportunities for 

Improvement 

Plan is prepared 

and presented to 

Chief Operating 

Officer and 

communicated to 

relevant staff in a 

timely manner. 
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• Identifying and monitoring 

funding opportunities and 

providing support in pursuing 

these opportunities for the 

advancement of Djarragun’s 

strategic objectives.  

 
 
• Providing high level advice 

and actionable insights to 

Djarragun College Executive 

on matters relating to 

industry, government or 

nongovernment priorities of 

relevance.  

 
• Preparing submissions on 

behalf of the College to 

pursue opportunities for 

program funding from 

government and other 

sources.  

 

 

 
 
• Lead and manage key 

projects, from negotiating 

agreements and project 

terms to execution of 

projects going live.  

 

 

• Providing effective leadership 

in identifying, developing and 

implementing strategic 

development opportunities.  

 

• To monitor 

government 

websites and 

apply for tender 

for possible 

funding 

opportunities.  

 

• Communicate and 

provide advice to 

the Executives on 

economic trends 

with accurate and 

timely information 

 

• Maximise 

Djarragun College 

networks, tenders 

and grants by 

attending 

government 

tender forums. 

 
 
• Utilise College’s 

project 

management 

software and be 

the leader of 

communication.  

 
• Demonstrate 

leadership skills 

and exhibit 

thought around 

identifying, 

developing and 

implementing 

strategic 

development 

opportunities. 

• To secure grants 

for the College’s 

advancements 

within 2 years.  

 

 
• Provide accurate 

and timely report 

to Chief 

Operating Officer 

 
 
 
• Seek advice to 

relevant 

stakeholders to 

strengthen the 

application  

• Ensure 

submissions are 

appropriate to 

the College 

strategic plan 

 

• All executions of 

projects going live 

must be approved 

by the relevant 

stakeholders, 

permissions are 

sought prior. 

 
• Ensure active 

participation of 

everyone in the 

Team and lead by 

example. 

 
• Maintain 

professionalism 
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• Collaborating and liaising with 

key College leadership and 

support staff.  

 

 

• Representing the College’s 

interests with a variety of 

stakeholders at the highest 

levels and managing 

engagement and 

relationships for positive 

outcomes.  

 

 

• Be clear on your 

common purpose. 

 

• Communicate and 

collaborate with 

stakeholders to 

manage 

engagements and 

relationships for 

positive outcomes 

and actively   

participate in 

meetings 

 
 
• Show an evidence 

of the completed 

plan to the Chief 

Operating Officer 

before presenting 

to the 

Stakeholders 

Capital Works 

Project 

Management 

• Report on the status of 

projects and activities 

 
• Manage project delivery 

activities for capital and 

renewal projects across all of 

College’s programs. 

 
• Create and maintain 

comprehensive project 

documentation. 

 
• Manage a complex consultant 

team to achieve multiple 

project objectives in the 

College. 

 
 
 
 

• Develop a detailed 

project plans to 

track progress of 

the projects. 

 
• Utilise a Project 

Management Tool 

and develop 

strategies to 

identify, address 

and assess project 

progress overall. 

 
• Prepare high level 

documents to be 

presented to the 

Chief Operating 

officer 

• Develop 

recommendations 

to support project 

planning and 

decision making 

with the team.  

 
 

• Ensure that the 

status of the 

project is 

regularly updated 

and 

communicated to 

the Chief 

Operating Officer 

 

• Liaise with 

Business Services 

Manager to 

ensure that 

project outcomes 

are achieved on 

time and within 

the budget. 

 

• Receive advice 

and report on 

progress 

objectives and 

discuss future 

directions. 

• Participate in 

discussions and 

decisions 

regarding 

implementation 
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of best practice 

and delivery of 

outcomes. 

 
 

 

Qualifications and experience  

Relevant Experience 

• Tertiary qualifications and relevant experience; or an equivalent combination of relevant 

experience and/or education and/or training.  

• Demonstrated ability to exercise initiative, establish priorities and manage multiple complex 

projects and tasks.  

• High-level analytical skills and demonstrated experience solving complex problems requiring 

strategic thought and independent judgement.  

• Demonstrated track record of success in working effectively with industry, government and 

nongovernment organisations to build commercial capabilities.  

• Demonstrated ability to identify project opportunities through interactions with a range of 

prospective stakeholders including industry, government and non-government agencies. 

• Demonstrated strong knowledge and understanding of the public and private innovation 

environment and associated funding opportunities.  

• Demonstrated high level written and oral communication skills, including the ability to write 

business plans and proposals.  

• Demonstrated highly-developed interpersonal skills, including the ability to effectively liaise with 

a range of stakeholders.  

• Demonstrated capacity to analyse, integrate, articulate and contribute to procedural change, 

and policy development and initiatives.  

• Demonstrated ability to evaluate situations, determine effective and realistic options and take 

responsibility for implementing and evaluating these options.  

• Proven ability to translate strategic objectives into deliverable operational plans resulting in high 

performance outcomes.  

• Demonstrated exceptional ability to consult, network and build relationships to achieve results 

internally and externally.  

• Proven ability to analyse, interpret and present complex data and build business cases 

supported by clear evidence. 

 

 

 

Workplace Health and Safety 
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Managers and supervisors have responsibilities on behalf of the College, but must also comply with their 

requirements as a staff member. It is their responsibility to: 

• Ensure adherence to WHS policies and procedures. 

• Consult with staff and H&S representatives on WHS issues. 

• Ensure that staff are equipped with the information, instruction, training and supervision that 

they need to work safely. 

• Identify, assess if necessary and control hazards within their area of responsibility. 

• Encourage early reporting of incidents and forward information to the RTW Coordinator 

immediately 

• Assist with initiating an early return to work on suitable duties after a workplace injury 

• Access sources of WHS information and systematically disseminate information to all staff. 

• Ensure that all staff including volunteers and contractors are aware of, and abide by, all relevant 

health and safety procedures particularly those relating to the operation of plant and equipment. 

• Develop safe work procedures as required and ensure adherence to procedures. 

• Provide PPE as required and ensure staff are aware of correct usage and storage requirements. 

• Ensure all plant and equipment is properly maintained 

• Maintain relevant knowledge of WHS issues. 

• Act as a role model by demonstrating safe work behaviours. 

Staff 

All staff have a responsibility to: 

• Participate in the development of a safe and healthy workplace. 

• Comply with instructions given for their own safety and health and that of others, in adhering to 

safe work procedures. 

• Co-operate with management in its fulfilment of its legislative obligations. 

• Take reasonable care to ensure their own safety and health and that of others, and to abide by 

their duty of care provided for in the legislation. 

• To report any injury, hazard or illness immediately, where practical to their manager/supervisor. 

• Not place others at risk by any act or omission. 

• Not wilfully or recklessly interfere with safety equipment. 

Additional Factors 

It is a minimum standard for ongoing employment that all Djarragun College Ltd employees maintain and 
have current either their QLD teacher registration or a Suitability ‘Blue’ Card from the Commission for 
Children and Young People 
 
This role is subject to an annual performance appraisal. 
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It is the responsibility of the user to be aware of, and have an understanding of this document.  

Should the user wish to clarify any aspect of the document they are advised to contact their line 

manager or Human Resources.  

Employee Name:  Manager Name: Michael Barton  

Position Title:  Position Title: College Principal  

Employee Signature:  Manager Signature:  

Date signed:  Date signed:  

 
 
 


