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Project Support Officer | Clinical Programs team  

Classification Level: APS6 Salary: $101,680 - $114,711 
Employment Type: Non-Ongoing – 6 months Location: Canberra, ACT 
Position Number:  20019975 Security Level: Baseline 
Closing Date: Wednesday, 11 November 2026 at 
11:59pm 

Contact: Rosalie Grivell – 0402 108 486 

About Us 
The Organ and Tissue Authority (the OTA) is a small Commonwealth agency that leads the 
delivery of a national program, DonateLife, to increase organ and tissue donation rates in Australia. 
There are two areas of focus: increase the capability and capacity of the health system to 
maximise donation rates and build community awareness across Australia to promote organ and 
tissue donation. The program is delivered in close collaboration with state and territory 
governments, a network of DonateLife agencies across Australia, health clinicians and the 
community. 

Position overview 
The Clinical Programs team contributes to the development and delivery of key national initiatives 
to increase organ and tissue donation and transplantation in Australia. The role works closely with 
OTA teams, our DonateLife Agencies in each State and Territory, as well as the broader clinical 
community across the donation, retrieval and transplantation system in Australia to support the 
delivery of the national program.   

The Project Support Officer will work independently with the opportunity for reasonable autonomy 
and accountability for the achievement of outcomes from their work. They will support and manage 
a range of time limited projects and business as usual activities for the Clinical Programs team to 
complement organisational objectives. The role will work closely with education, donor family 
support, and stakeholder engagement functions across the team.  

Specific duties 

In this role you will: 

• Support the delivery of education activities for clinical staff in the DonateLife network, 
including online and face to face events and activities 

• Manage donor family evaluation activities, including supporting research, liaising with the 
relevant advisory groups, preparation of protocols and reports and liaison with stakeholders 

• Support and manage revision of critical SOPs and guidelines including new and existing 
content  

• Contribute to and conduct stakeholder consultation activities for a range of projects  
• Support the activities of key DL network committees and advisory groups 
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• Collaborate within the team on delivering events for staff in the DonateLife network 
including the biannual conference  

• Adhere to the APS Values, Code of Conduct and demonstrating capability in line with the 
APS Integrated Leadership System and Work Level Standards at the APS 6 level 

Capabilities 
To be successful in the role you will be able to demonstrate capability in line with the APS 
Integrated Leadership System and Work Level Standards at the APS 6 level: 
Relevant skills and experience 

• Ideally possess relevant tertiary qualifications, but not essential (preferably qualifications in 
healthcare or other relevant specialty) 

• Demonstrate your knowledge and experience of managing health related projects.  
• Proven experience in project management and delivery in line with program objectives 

Supports strategic direction 

• Understands, supports and promotes the organisation's vision, mission, and business 
objectives 

• Identifies the relationship between organisational goals and operational tasks 
• Understands the work environment and initiates and develops team goals, strategies and 

work plans 
• Identifies broader factors, trends and influences that may impact on the team’s work 

objectives 
• Identifies problems and works to resolve them 
• Thinks laterally, identifies, implements and promotes improved work practices. 

Achieves Results 

• Possess excellent organisation and time management skills and the ability to manage 
competing priorities while maintain high work standards 

• Be self-motivated with the ability to respond to urgent tasks, remain calm and adapt quickly 
to a changing environment 

• Makes effective use of individual and team capabilities and negotiates responsibility for 
work outcomes.  

• Have innovative, creative thinking that allows you to think outside of traditional approaches 
to meet objectives and budget requirements 

Supports productive working relationships 

• Builds and sustains positive relationships with team members and stakeholders  
• Consults and shares information and ensures others are kept informed of issues 
• Works collaboratively and operates as an effective team member 
• Encourages the exploration of diverse views and harnesses the benefits of such views 
• Treats people with respect and courtesy 
• Provides constructive and regular feedback. 

Displays personal drive and integrity 

• Adopts a principled approach and adheres to the APS Values and Code of Conduct 
• Acts professionally at all times and operates within the boundaries of organisational 

processes and legal and public policy constraints 
• Takes personal responsibility for meeting objectives and progressing work 
• Persists with, and focuses on achieving, objectives even in difficult circumstances 
• Remains positive and responds to pressure in a calm manner 

http://www.apsc.gov.au/values/index.html
http://www.apsc.gov.au/conduct/index.html
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• Self-evaluates performance and seeks feedback from others 
• Shows commitment to learning and self-development. 

Communicates with influence 

• Approaches negotiations with a clear understanding of key issues 
• Anticipates and identifies relevant stakeholders’ expectations and concerns.  
• Seeks to understand the audience and tailors communication style and message 

accordingly 
• Demonstrate exceptional plain English written and verbal communication skills. 

 

Eligibility 

To be eligible for this position you must be an Australian Citizen at the closing date of application. 

The successful applicant must be able to obtain and maintain a Baseline level security clearance 
or hold a current security clearance of an appropriate level. 

Commencement of employment is subject to the successful applicant undergoing and satisfying a 
police history check. 

We value diversity in gender, backgrounds, culture and experience of our employees and we are 
committed to providing an inclusive workplace culture that ensures everyone has equal opportunity 
to contribute, participate and progress. Applicants who are Aboriginal and/or Torres Strait Islander, 
come from a diverse cultural or linguistic background or have a disability are encouraged to apply. 
We aim to ensure that all applicants are treated fairly and that they have equal access to job 
opportunities. 

RecruitAbility applies to this vacancy. Under the RecruitAbility scheme you will be invited to 
progress your application for further assessment if you choose to apply under the scheme. You 
must advise you would like to ‘opt in’ to participate in the scheme at the time of submitting your 
application. 

Details about the RecruitAbility scheme can be found at the Australian Public Service Commission 
website – https://www.apsc.gov.au/recruitability. 

To Apply 

Applicants are required to submit the following to recruitment@donatelife.gov.au: 

• application cover sheet 
• CV 
• one page pitch outlining your skills, knowledge and experience against the Capabilities 

component of this advertisement. 

Please visit the employment page of our website for more information about the OTA, our 
recruitment processes, the application cover sheet template and information on how to apply. 
Alternately, you can call the Contact Officer or send us an email.  

https://www.apsc.gov.au/recruitability
mailto:recruitment@donatelife.gov.au
https://www.donatelife.gov.au/employment
mailto:recruitment@donatelife.gov.au

