	ROLE DESCRIPTION
Commercial Analyst (TaPH)
	



[image: NSW Government Logo]
	Portfolio
	Communities and Justice 

	Department
	Department of Communities and Justice

	Division/Branch/Unit
	Homes NSW / Housing Portfolio / Portfolio Delivery / Teacher and Police Housing

	Location
	Parramatta

	Classification/Grade/Band
	Clerk Grade 7/8

	Role Number
	TBC

	OSCA Code
	223433

	PCAT Code
	1229192

	Date of Approval
	24 August 2026
	Ref: HPORT 82

	Agency Website
	www.dcj.nsw.gov.au


Please see job notes and/or advertisement for more information on specific role qualification requirements and relevant experience. 
Homes NSW overview
[bookmark: _Hlk163030612]The NSW Government is determined to make NSW a place where everyone has access to safe and secure housing, and where experiences of homelessness are rare, brief and non-recurring. 
Homes NSW is a division of the Department of Communities and Justice. It brings together the housing and homelessness functions of the Department of Communities and Justice, the NSW Land and Housing Corporation, Aboriginal Housing Office and key worker housing functions from across government all under one roof.
Homes NSW leads work to deliver more social and affordable housing, end the cycle of homelessness, and deliver quality public housing to our 262,000 tenants across NSW.
As a single division, we are streamlining services to ensure we meet the needs of the people we support, with empathy, efficiency and effectiveness. We are elevating the voice of people with lived experience of social housing, housing services and homelessness.
We strive for excellence in service delivery and partner with all levels of government, sector and communities to address the housing crisis. 
Most importantly, Homes NSW puts people at the heart – including our staff. Working for us means you are joining a division where your expertise and skills will be valued.
Primary purpose of the role
The Commercial Analyst develops and contributes to managing Organisational data, government reporting requirements, stakeholder commitments to support the achievement of Teacher and Police Housing’s objectives.  The role is also responsible for managing and delivering small scale projects independently. 

Key accountabilities
· Manage the integrity and accuracy of property portfolio data for Teacher and Police Housing to help assessment of business performance and informed decision making.  
· Hands-on data analysis of business situations and changes using Excel spreadsheet techniques or any data analysis tool as appropriate when required.
· Contribute to strategic planning, reporting and governance activities, including business plans, annual reports, asset management plans, board reporting and other corporate reporting requirements.
· Harmonize data across systems used by Teacher and Police Housing, mainly Salesforce, Fulcrum, SAP/My Work Zone and any other system which may arise from time to time.
· Manage and support Salesforce and related business systems, including issue triage, troubleshooting and coordination with support teams.
· Work with stakeholders to investigate system and data issues, test enhancements and implement continuous improvements.
· Prepare and communicate regular reports, briefings and data responses for external stakeholders, including government agencies, Ministerial offices and the Teacher Housing Authority Board.
· Lead and manage the annual portfolio valuation program, ensuring the timely delivery of valuation outcomes, stakeholder engagement, quality assurance and reporting requirements.
Key challenges
· Providing advice and reports on data issues within tight timeframes with accuracy.
· Influencing and implementing process changes given that the benefits of such changes may be difficult to quantify.
Key relationships
Internal
	Who
	Why

	Manager
	· Receive guidance and direction.
· Participate in meetings with, escalate sensitive issues and collaborate with to determine approach on strategic issues.
· Provide reports, data analysis, advice and regular updates on data issues

	Work team
	· Work collaboratively with staff to achieve business outcomes.
· Support team members and work collaboratively to contribute to achieving the teams business outcomes
· Participate in meetings to share information and provide input on issues.



External
	Who
	Why

	Stakeholders/Customers
	· Consult, collaborate, exchange information and provide expert advice
· Report on data analysis
· Address/respond to queries where possible, or re direct relevant party for review and resolution
· Contribute to a client-focused approach to service delivery
· Manage the flow of information, seek clarification and provide advice and responses to ensure prompt resolution of issues

	Industry professionals/consultants
	· Seek/maintain specialist knowledge/advice
· Participates in forums, groups to represent the agency and share information
· Participate in discussion regarding innovation and best practice


Role dimensions
Decision making
· Works with some supervision carrying a level of autonomy in setting own priorities in alignment with management and maintains a degree of independence to develop a suitable approach in managing its workload.
· Responsible for determining own actions undertaken, within government and legislative policies, and for ensuring quality control in the implementation of own workload. 
· Ensures recommendations are based on sound evidence, and at times may be required to use their judgment under pressure or in the absence of complete information or as a source of expert advice to both internal and external stakeholders. 
· As necessary, consults with manager or senior staff on a suitable course of action in matters that are sensitive, high-risk or business-critical, or for those issues that have far reaching implications with respect to resources or quality advice provision.
Reporting line
The role reports to the Senior Manager, Business Strategy and Performance or delegate.
Direct reports
Nil
Budget/expenditure
Nil
Key knowledge and experience
· Advanced Excel skills, and experience in the use of applications for the purpose of data analysis.
Essential requirements
· Tertiary qualifications (or equivalent) in data analytics, economics, business management, or comparable discipline.
· Effective communication and presentation skills, particularly related to the collating of complex data, its analysis, and its transformation into cohesive useful information that is easily understood.
· Sound project management and prioritisation management skills to ensure assigned tasks and projects are delivered within their agreed timeframes.
Appointments are subject to reference checks. Some roles may also require the following checks/ clearances:
· National Criminal History Record Check in accordance with the Disability Inclusion Act 2014
· Working with Children Check clearance in accordance with the Child Protection (Working with Children) Act 2012
Capabilities for the role
The NSW public sector capability framework describes the capabilities (knowledge, skills and abilities) needed to perform a role. There are four main groups of capabilities: personal attributes, relationships, results and business enablers, with a fifth people management group of capabilities for roles with managerial responsibilities. These groups, combined with capabilities drawn from occupation-specific capability sets where relevant, work together to provide an understanding of the capabilities needed for the role.
The capabilities are separated into focus capabilities and complementary capabilities. 
Focus capabilities
Focus capabilities are the capabilities considered the most important for effective performance of the role. These capabilities will be assessed at recruitment. 
The focus capabilities for this role are shown below with a brief explanation of what each capability covers and the indicators describing the types of behaviours expected at each level.

	FOCUS CAPABILITIES

	Capability group/sets
	Capability name
	
	Behavioural indicators
	Level

	[image: personal-attributes]
	Manage Self
Show drive and motivation, an ability to self-reflect and a commitment to learning
	· Keep up to date with relevant contemporary knowledge and practices
· Look for and take advantage of opportunities to learn new skills and develop strengths
· Show commitment to achieving challenging goals
· Examine and reflect on own performance
· Seek and respond positively to constructive feedback and guidance
· Demonstrate and maintain a high level of personal motivation

	Adept

	[image: relationships]
	Commit to Customer Service
Provide customer-focused services in line with public sector and organisational objectives.
	· Take responsibility for delivering high-quality customer-focused services
· Design processes and policies based on the customers’ experience and engage people with lived experience to inform service improvements
· Create opportunities to learn about and measure what is important to customers by engaging with a wide range of customer experience
· Use customer data, feedback and insights to improve service delivery
· Find opportunities to collaborate with internal and external stakeholders to improve outcomes for customers
· Maintain relationships with key customers in your area of expertise
· Connect and collaborate with relevant customers from the community


	Adept

	[image: results]
	Think and Solve Problems
Think, analyse and consider the broader context to develop practical solutions 
	· Research and apply critical thinking techniques in analysing information, identify interrelationships and make recommendations based on relevant evidence 
· Anticipate, identify and address issues and potential problems that may have an impact on organisational objectives and the user experience 
· Apply creative-thinking techniques to generate new ideas and options to address issues and improve the user experience 
· Seek contributions and ideas from people with diverse backgrounds and experience 
· Participate in and contribute to team or unit initiatives to resolve common issues or barriers to effectiveness 
· Identify and share business process improvements to enhance effectiveness

	Adept

	[image: business-enablers]
	Technology
Understand and use available technology to maximise efficiencies and effectiveness
	· Demonstrate a sound understanding of technology relevant to the work unit, and identify and select the most appropriate technology for assigned tasks
· Use available technology to improve individual performance and effectiveness
· Use records, information and knowledge management systems effectively
· Support system improvement initiatives and new technology when it is deployed

· Identify where technology or automation supports tasks, and raise issues when applications may be inappropriate or inaccurate

	Intermediate



Complementary capabilities
Complementary capabilities are also identified from the Capability Framework and relevant occupation-specific capability sets. They are important to identifying performance required for the role and development opportunities. 
Note: capabilities listed as ‘not essential’ for this role are not relevant for recruitment purposes however may be relevant for future career development.
	COMPLEMENTARY CAPABILITIES

	Capability Group/Sets
	Capability Name
	Description
	Level

	
[image: personal-attributes]
	
	
	

	
	Display Resilience and Courage
	Be open and honest, prepared to express your views, and willing to accept and commit to change
	Intermediate
	
	Act with Integrity
	Be ethical and professional, and uphold and promote the public sector values
	Intermediate
	
	Value Diversity and Inclusion
	Be inclusive and respect diverse backgrounds, experiences and perspectives
	Foundational
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	Communicate Effectively
	Communicate clearly, pay attention to others and respond with understanding and respect
	Intermediate
	
	Work Collaboratively
	Collaborate with others and value their contribution
	Adept
	
	Influence and Negotiate
	Gain consensus and commitment from others, and resolve issues and conflicts
	Foundational
	
[image: results]
	
	
	

	
	Deliver Results
	Achieve results by using resources efficiently and committing to quality outcomes
	Intermediate
	
	Plan and Prioritise
	Plan to achieve priority outcomes and respond flexibly to changing circumstances
	Intermediate
	
	Demonstrate Accountability
	Thi Be proactive and responsible for your actions, and follow legislation, policy and guidelines
	Intermediate
	
[image: business-enablers]
	
	
	

	
	Finance
	Understand and apply financial processes to achieve value for money and minimise financial risk
	Intermediate
	
	Procurement and Contract Management
	Understand and use procurement processes to ensure effective purchasing and contract performance
	Foundational
	
	Project Management
	Understand and use effective ways to plan, coordinate and control projects
	Intermediate
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