
 

Parliamentary Service Department 

Job Description 

 

Parliamentary Education Officer 

About the Unit 

The Parliamentary Education Office manages the parliamentary education program delivered on 
behalf of the Parliament of Western Australia for the promotion, enhancement, awareness, 
knowledge and understanding of the history, role and functions of the Parliament of Western 
Australia. This role is undertaken on behalf of the two Houses of Parliament, in accordance with 
determined strategic plans, policies and directions, and education curriculum requirements. 

Primary Responsibilities  

1. Develop and deliver: 
a. curriculum-based parliamentary education programs, resources and tours for school 

groups; 
b. awareness programs for Government, schools and the community in relation to civics 

and citizenship and Parliamentary practice and procedure; and 

c. information sessions and tours for dignitaries, Ministerial and Public Sector staff, 
Members of the public and community groups visiting Parliament House. 

2. Supervise the operations and activities of the Parliamentary Education Office. 

Specific Duties 

1. Develop and deliver parliamentary education programs and resources consistent with the 
Western Australia Curriculum requirements (Civic and Citizenship and History Disciplines) and 
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contemporary education methods, primarily to school and tertiary groups visiting Parliament 
House and to educational institutions in regional and rural Western Australia as required. 

2. Supervise the operations of the Parliamentary Education Office, including team leadership, 
planning and development. 

3. Supervise tour scheduling, including Member contact and catering authorisations for visiting 
education groups. 

4. Maintain currency in curriculum development by identifying and keeping abreast of the year 
level Civics and Citizenship and History curriculum requirements. 

5. Review feedback of education programs for quality and impact and report to the Manager 
Library, Education and Community Engagement.  

6. Supervise the development of a wide range of written and digital materials to promote 
parliamentary democracy and their distribution to the wider Western Australian community. 

7. Plan and deliver in accordance with the Civics and Citizenship and History requirements of the 
Western Australia Curriculum, professional development sessions for primary and secondary 
teachers. 

8. Plan, coordinate and deliver educational programs and events, including but not limited to, 
the Parliamentary Research Program, Youth Parliaments, regional and remote outreach 
programs, Open Days, educational conferences and seminars as required. 

9. Liaise with schools and teachers to ensure parliamentary education programs and resources 
meet their curriculum requirements.  

10. Liaise and network with other education agencies involved in parliamentary, civic and 
citizenship education and information programs as directed to ensure a coordinated, best 
practice and collaborative approach is adopted in the delivery of civics and citizenship 
education.  

11. Deliver customised Parliamentary education programs for school and tertiary groups in line 
with the Western Australian Humanities and Social Sciences Curriculum (Civics and Citizenship 
and History disciplines). 

12. Deliver tours for dignitaries, Ministerial and Public Sector staff, Members of the public and 
community groups visiting Parliament House. 

13. Assist with familiarisation and induction programs for new Members, electorate officers, and 
ministerial/departmental/parliamentary employees in conjunction with other parliamentary 
personnel. 

14. Respond to general queries and requests for information concerning the Parliament, its 
Members and operations. 

15. Maintain an understanding of the legislative process and the Parliamentary/political system 
in Western Australia and related events relevant to the delivery of tours. 

16. Assist the manager in developing strategic plans and budgets for the Parliamentary Education 
Office and its programs. 
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17. Represent Parliamentary Education on committees and working groups as directed. 
18. Assist, and when necessary, deputise for the Manager, Library, Education and Community 

Relations. 
19. Other duties as directed. 

Selection Criteria 

Essential 

1. Tertiary qualification in education and current working with children clearance. 

2. Excellent written, interpersonal and oral communication skills, including presentation skills. 

3. Sound research capacity and demonstrated experience in taking a project from initial brief through 
to completion. 

4. Good understanding of relevant Western Australia Curriculum requirements relating to Humanities 
and Social Sciences, specifically the Civics and Citizenship and History disciplines.   

5. Minimum 2-3 years demonstrated experience in a supervisory role. 

6. Demonstrated ability to develop engaging and dynamic curriculum based programs.  

7. Knowledge of program evaluation. 

8. Understanding of, and experience with, contemporary information technology. 

9. Attention to detail and a strong capacity to work under pressure. 

10. Demonstrated ability to work effectively as part of a team. 

Desirable 

1. Knowledge and understanding of the legislative process and parliamentary/political system in 
Western Australia. 
 
 

Competencies 
 
COMMUNICATION 
Expressing ideas effectively in individual and group situations (including non-verbal communication); adjusting 
language or terminology to the characteristics and needs of the audience. 

CUSTOMER SERVICE/FOCUS 
Proactively developing customer relationships by making efforts to listen to and understand the customer 
(both internal and external); giving high priority to customer satisfaction. 
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FORMAL PRESENTATION 
Presenting ideas effectively to individuals or groups when given time for preparation (including non-verbal 
communication and use of visual aids); targeting presentations to the characteristics and needs of the 
audience. 

INTEGRITY 
Maintaining and promoting social, ethical and organisational norms in conducting internal and external 
business activities. 

PLANNING AND ORGANISING/WORK MANAGEMENT 
Establishing a course of action for self and/or others to accomplish a specific goal; planning proper assignments 
of personnel and appropriate allocation of resources. 

TEAMWORK/COLLABORATION 
Working effectively with team/work group or those outside formal line of authority (eg. peers, senior 
managers) to accomplish organisational goals. 

TECHNICAL/PROFESSIONAL KNOWLEDGE 
Having achieved a satisfactory level of technical and professional skills/knowledge in job-related areas; 
keeping abreast of current developments and trends in area of expertise. 
 
TOLERANCE FOR STRESS 
Maintaining stable performance under pressure and/or opposition (such as time pressure or job ambiguity); 
managing stress in an acceptable manner. 

INDIVIDUAL LEADERSHIP/INFLUENCING 
Use initiative and innovation to proactively support the unit’s purpose. 

WORK STANDARDS 
Setting high goals and maintaining high standards of performance. 

Parliamentary Service Department Values 

Parliamentary Service Department staff are expected to embrace the following four values, which 
underpin positive culture and behaviours. 

Professional – Showing respect and professionalism in all aspects of work.  
Accountable – Being honest and trustworthy in performance of our public duties. 
Transparent – Maintaining fairness and consistency. 
Helpful – Cooperation among teams and with others while always showing encouragement.  
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Unit Organisational Structure 

 

 

 

 

 

 

 

 

 

 

 

Further Information 

• Provision of a National Police Clearance not more than twelve months old will be required 
prior to commencement in this position. 

• Provision of a current Working With Children Check. 
• Applicants must be an Australian citizen or permanent resident. 
• Applicants may be required to undertake skills or psychometric testing. 

Acknowledgement 

I acknowledge that my supervisor has explained this job description to me: 

 

_________________________  ____________________ Date: _______________ 

            Employee Name                    Employee Signature  
 

_________________________  ____________________ Date: _______________ 

           Supervisor’s Name       Supervisor’s Signature  

Library, Education and 
Community Relations 

Manager
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Parliamentary Education 
Officer

Communications and 
Projects Officer 

Education Presenters 
2 x part-time

Education 
Presenter/Administrative 

Assistants
2 x part-time
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