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Position title Policy Officer — Governance & Compliance

Reports to Governance Manager

Identified role No PD Review Date 1 April 2027

Classification Administration (Admin) 6

Program Corporate Services

Status Fixed Term

Location Corporate Office - Binyolkga

Created July 2026 Position Number | PO
OVERVIEW OF DANILA DILBA HEALTH SERVICE (DDHS)

Background

Established in 1991, Danila Dilba Health Service (DDHS) is a community-controlled organisation providing
comprehensive primary health care services to Biluru communities in the Yilli Rreung Region of the Northern
Territory.

Vision

Biluru people of the Yilli Rreung region experience health, well-being and quality of life outcomes that are equal
to, or greater than that of non-Indigenous Australians.

Purpose

The purpose of DDHS is to improve the physical, mental, cultural, and social wellbeing of the Biluru people of
the Yilli Rreung region through innovative, culturally safe, and effective comprehensive primary health care
programs and services.

Values

+  Respect

«  Trust, honesty, and integrity

+  Fairness, transparency, and accountability

+ High professional standards, ethics, and quality

SUMMARY

This fixed-term position has been established to support the completion of Danila Dilba Health Service's
organisation-wide policy review program. The Policy Officer - Governance & Compliance will review, update
and develop policies and procedures to ensure all outstanding policy documents are aligned with DDHS's
established policy framework, updated systems and processes, legislative and regulatory requirements,
accreditation standards and contemporary practice expectations.

Working within the existing governance and policy framework, the position will undertake systematic policy
review and revision activities across corporate and service delivery areas, ensuring policies remain
contemporary, compliant, practical and consistent with organisational requirements. Particular focus will be
given to incorporating requirements arising from the Aged Care Act 2024, Aged Care Rules 2025, Strengthened
Aged Care Quality Standards, National Safety and Quality Mental Health Standards for Community Managed
Organisations (2022), and other relevant legislative, regulatory and quality frameworks.

PRIMARY RESPONSIBILITIES

As the Policy Officer - Governance & Compliance you will work collaboratively with managers, subject matter
experts and key stakeholders to support the completion of DDHS's policy review program and ensure policies
reflect updated frameworks, systems, quality requirements and best practice service delivery.
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Policy Review and Development

+ Review existing DDHS policies, procedures, guidelines and associated documents against current
organisational requirements, legislation, standards and regulatory obligations.

«  Conduct gap analyses to identify policy amendments required to meet legislative, accreditation and
operational requirements.

+ Update and revise policy documents using approved DDHS templates and document control processes.

+  Draft new policies, procedures and guidance documents where identified gaps exist.

+ Ensure policy documentation is clear, practical, accessible and consistent across the organisation.

+ Maintain accurate records of policy review activities and recommendations.

Governance and Compliance

+  Support the implementation of governance and compliance initiatives through the review and updating of
organisational policy documentation.
« Interpret legislative, regulatory and accreditation requirements and translate these into policy and
procedural requirements.
+  Ensure policies reflect current organisational systems, frameworks, operational practices and compliance
obligations.
+ Contribute to activities supporting organisational compliance with:
o Aged Care Act 2024
o Aged Care Rules 2025
o Strengthened Aged Care Quality Standards
o National Safety and Quality Mental Health Standards for Community Managed Organisations
(2022)
o Relevant Commonwealth and Northern Territory legislation
+  Monitor changes to legislation, standards and regulatory requirements relevant to DDHS operations and
identify implications for policy updates.

Engagement and Consultation

+  Work collaboratively with managers, program leads and subject matter experts to review and validate
policy content.

+ Facilitate consultation processes to ensure policies reflect operational practice and service delivery
requirements.

+  Seek, collate and incorporate stakeholder feedback during policy development and review activities.

+  Develop effective working relationships across all areas of the organisation to support policy
implementation and compliance outcomes.

Documentation Management and Reporting

+ Maintain a schedule of policy review and development activities to ensure project milestones and
deadlines are achieved.

+  Monitor progress against assigned deliverables and provide regular updates to the Governance Manager.

+ Prepare briefing notes, reports, summaries and recommendations relating to policy review activities.

« Maintain document control processes, version management and policy registers in accordance with
organisational requirements.

Continuous Improvement

+ |dentify opportunities to improve policy consistency, accessibility and usability across the organisation.

+  Contribute to organisational quality improvement, risk management and compliance activities.

«  Support audit, accreditation and review processes through the provision of updated policy
documentation and evidence of compliance.

«  Promote a culture of continuous improvement and accountability through the maintenance of current
and effective policies and procedures.

SELECTION CRITERIA

Essential

« Relevant tertiary qualification in policy, governance, health administration, business, law or a related

fleld or equivalent experlence
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» Demonstrated experience reviewing, developing and updating policies and procedures in a regulated
environment.

» Ability to interpret legislation, standards and regulatory requirements and apply them to organisational
policy.

+ Strong research, analytical and policy writing skills.

» Excellent stakeholder engagement, consultation and communication skills.

» Demonstrated ability to manage competing priorities and deliver outcomes within agreed timeframes.

* Knowledge of governance, compliance and continuous improvement principles.

+  Proficiency in Microsoft Office and document management systems.

»  Ability to work autonomously

Desirable

+  Experience working in health, aged care, mental health, community services or Aboriginal Community
Controlled Health Organisations (ACCHOs).

+ Experience supporting accreditation, audit or compliance activities.

« Knowledge of the Aged Care Act 2024, Aged Care Rules 2025 and Strengthened Aged Care Quality
Standards.

+ Knowledge of the National Safety and Quality Mental Health Standards for Community Managed
Organisations (2022).

« Understanding of culturally safe service delivery and Aboriginal Community Control principles.

Appointment is subject to

* A Current Police Check.

+ Ability and willingness to obtain a Working with Children Clearance (Ochre Card).
» Acurrent C class Driving Licence.

*  Full rights to work in Australia.

DDHS Expectations

+ Contribute to the efficient and effective functioning of their team or work unit to meet the organisation’s
objectives. This includes demonstrating appropriate and professional workplace behaviours in accordance
with the Code of Conduct, assisting team members if required and undertaking other key responsibilities
or activities as directed by one’s supervisors.

* Read, understand, and comply with all DDHS policies and procedures.

* Be aware of the requirements of the DDHS’s risk management framework; identifying, assessing,
managing, and escalating risks; and exercising a duty of care.

»  Work at and travel between other DDHS locations is required.

*  Complete all mandatory training as required by DDHS.

+ Demonstrate understanding of the principles of anti-discrimination, staff and trainee’s equity, work health
and safety and other relevant legislation, and show the willingness and capacity to implement equal
employment opportunity and work health and safety plans, policies, and programs.

Work Health & Safety

* Ensure all activities comply with WHS legislation and DDHS policy & procedure.
+ Implement & monitor risk management activities including, but not limited to, workplace inspections,
incident/hazard investigation and follow-up, and implementation of risk controls.
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