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Dear Selection Panel Chair
MEDIATION UNIT MANAGER (AO7)
I wish to be considered for the above-mentioned NTPS vacancy. I am currently a Commonwealth employee with 12 years’ experience in the area of alternative dispute resolution, conflict resolution and workplace training.
I am currently employed in the position of Senior Conciliation / Investigation Officer (Executive Level 1) with the Australia Human Rights Commission (NT Office). I commenced in this role in 2010 and have conciliated almost 1000 discrimination matters by way of either a face to face conciliation, a teleconference conciliation or ‘on the papers’, which involves negotiation between the parties by way of an exchange of correspondence.

I have also trained over 1500 Commonwealth public servants between 2010 and 2015 in areas such as, but not limited to, conciliation and mediation, investigation skills, discrimination and harassment and more recently, “How to manage staff with challenging behaviours including those mental health disabilities”. I am an experienced adult trainer and accomplished public speaker. I am able to communicate with influence and facilitate appropriate discussions with diverse and challenging audiences.
My management experience is limited to that at the AHRC where I currently manage a team of 6 Conciliators and Investigators. Prior to working at the AHRC, I was employed in the community sector by Relationships Australia as a Family Dispute Resolution Mediator. This role did not require the management of people, but rather the management of a large case load with many competing and challenging clientele as did my role with the Teacher Registration Board between 2006 and 2008.
In addition to my current role at the AHRC, I am also a freelance Mediator, contracted through the Community Justice Centre (NT). In this role I have completed over 200 mediations to date. Many of these medications take place after hours and on weekends and range from family law matters to neighbourhood disputes and victim offender conferencing.
I have also had the opportunity, on two different occasions to act in the role of Director (Executive Level 2) at the AHRC. The first opportunity was for a 6 week period in 2013 and the second was for 5 months during 2014, when the Director was on leave. This was a great development opportunity to further understand the strategic direction and financial planning of the AHRC.

In addition to my workplace experience, I also meet the desirable criteria with requires a relevant tertiary qualification; I completed a Master’s Degree in Dispute Resolution in 2008 and a Bachelor Arts (Business) in 2000. 
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ACADEMIC QUALIFICATIONS

Master of Dispute Resolution

University of Technology, Sydney (New South Wales)

Graduated 2008

Specific area of study:

The Master of Dispute Resolution focused on the wide range of non-adversarial dispute resolution processes and how these processes could be used to resolve conflicts, disputes and issues between parties with the application of theory in practical, work-based contexts. It critiqued alternative dispute resolution, discussed mediation processes, dispute prevention, dispute management and dispute systems.

Bachelor of Arts (Business Studies)

Charles Darwin University (Northern Territory) 

Graduated 2000

Certificate IV in Workplace Assessment and Training

Australian National Training Authority (New South Wales)

2012

WORK EXPERIENCE 

Senior Investigation/Conciliation Officer (Executive Level 1)

Australian Human Rights Commission (‘AHRC’)

Sydney, New South Wales

2010 - Current

My role & responsibilities

· To manage a small work unit of staff (currently six staff)

· To manage conciliation conferences with multi-party participants;

· To investigate complaints of discrimination and breaches of human rights within a statutory framework;

· To dismiss complaints that are lacking in substance;

· To interview parties in relation to complaints, process statements, and provide a summary of my findings; 

· As a senior member of staff, train and mentor junior staff on all issues pertaining to discrimination, human rights and best practice conciliation and investigation practices;

· To manage an extremely high volume caseload within departmental timeframes;

· To liaise with and educate stakeholders in the private and public sector as required;

· To conduct public forums to educate the community on human rights issues; and

· To travel nationally (often at short notice) to investigate and conciliate complaints within a required timeframe.

Freelance Mediator

Community Justice Centre (NT) 

2012-2015

My role & responsibilities

To mediate disputes, within the Darwin and wider community, between voluntary party participants. I have mediated disputes involving, but not limited to:

· Local community/neighbourhood disputes over such things as a fence, noise, pets, trees, property damage and people's behaviour

· Clubs and organisations whose members are in conflict

· Relationships between family members

· Small claims/civil claims, and 

· Victim Offender Conferencing

Family Dispute Resolution Mediator

Relationships Australia (Darwin)

Darwin

2008 to 2010

My role and responsibilities

· To provide education, information, counselling, dispute resolution, conciliation and group work to help couples who are separating to resolve their family law disputes. These disputes may include conflicts over child care, child support, financial arrangements and property settlement.

· To assist separating couples reach agreements that are in the best interest of their children including Parenting Plans or agreements are used to assist in this process.

Manager, Professional Conduct and Senior Policy Officer (AO7)

Teacher Registration Board, Department of Education & Training

Darwin, Northern Territory

2006-2008

My role and responsibilities

· To develop, plan, implement, supervise and evaluate the Teacher Registration Board’s policy activities for teacher registration in consultation with key stakeholders to ensure they comply with legislation requirements and are consistent with national standards;

· To prepare expert advice, ministerial briefings, reports to the Boards and briefings for the Director in relation to policy development;

· To provide high-level support to the Board;

· To manage all aspects of complaints and inquiries and the disciplinary proceedings arising from complaints and notifications lodged with the Board including providing information to registered teachers, employers and stakeholders;

· To develop and maintain the procedural manual to ensure effective case management, statistical and other reporting requirements;

· To manage the relationship with the legal resources provided through Department of Justice and facilitate the identification, sourcing and provision of legal advice; and

· As a senior member of the Office, contribute towards the overall strategic direction, planning and decision making processes to support the achievement of organisational objectives.
· To maintain and update data entry systems to include statistics about cultural groups, persons with disabilities and  ages; and

· To travel within the Territory, as required, to investigate and conciliate complaints and to perform educational forums.

Referees 

Director

Australia Human Rights Commission (NT Office)

Phone number xxx

Email xxxx

Director 

Community Justice Centre

Darwin
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