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Non-SES Performance and Development Agreement 

This agreement outlines your responsibilities as an employee and documents agreed expectations of your performance. 

Key Deliverables
Refer to the Strategic Framework, Economic 
Diplomacy Statement, Innovation Strategy, 
divisional business plans etc.

Behaviours and tasks to achieve key deliverables 
Refer to the: DFAT Values and Behaviours, DFAT Leadership Charter, Inclusive Leadership guiding 
principles, APS Work Level Standards, Administrative Circular P1301 on Representation skills, and the 
Knowledge Management Framework 

Measures of Success 

• Actively manage your caseload

• Actively manage your
performance

• Exercise independent and
evidence based decision making
when assessing and finalising
cases

• Technical proficiency

• Resolve and respond to routine
client and internal queries

• Support office operations

• Adhere to APS Values

In lawfully exercising my 
delegations and authorisations, I 
will ensure currency of knowledge 
by reading, understanding and 
applying policies and procedures 
applicable to the performance of 
the functions and duties of my role, 
and the timely completion of 
applicable training and certification 
required by law, in compliance with 
the Department's policies and 
procedures. 

Actively manage your caseload 

• Accountable for managing your caseload and allocated cases

• Advising Program manager of unassessed allocated cases or changes in
caseload

• Working knowledge of caseload – systems, processes and products

• Using tools available to effectively manage your caseload

• Action any escalations from A based or program manager promptly

• Identify processing issues and escalate to program manager

• Actively following processing guidelines to manage cases

• Act on and improve identified issues through QA

• Use collective case management principles to manage your caseload

Manage your performance 

• Accountable for meeting your targets and QA

• Respond to and action feedback

• Manage your leave and flex appropriately according to the LE Conditions of
Service

• Adhere to code of conduct and APS values

• Your personal development requirements have been identified

• Actively seek feedback on performance

Name  Division/Branch/Section Home Affairs,  Position Visa Processing Officer 

APS Level LE3 Performance Period PY 2023 - 2024 

Document 3

s. 47E(c) s. 47E(c)

s. 47F(1), s. 47E(c)
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http://dfatintranet.titan.satin.lo/reading-resources/strategic-framework-and-values/Pages/strategic-framework.aspx
http://dfatintranet.titan.satin.lo/external-engagement/economic-diplomacy/Pages/Economic-Diplomacy.aspx
http://dfatintranet.titan.satin.lo/external-engagement/economic-diplomacy/Pages/Economic-Diplomacy.aspx
http://dfatintranet.titan.satin.lo/admin-circulars/attachments/Documents/P1245A.docx
http://dfatintranet.titan.satin.lo/reading-resources/strategic-framework-and-values/Pages/values-statement.aspx
http://dfatintranet.titan.satin.lo/admin-circulars/attachments/Documents/2015N103A.pdf
http://dfatintranet.titan.satin.lo/human-resources/women-leadership/Pages/inclusive-leadership.aspx
http://dfatintranet.titan.satin.lo/human-resources/women-leadership/Pages/inclusive-leadership.aspx
http://www.apsc.gov.au/publications-and-media/current-publications/worklevel-standards
http://dfatintranet.titan.satin.lo/admin-circulars/Pages/DFAT-AC-P1301.aspx
http://dfatintranet.titan.satin.lo/reading-resources/knowledge/framework/Pages/default.aspx


Performance Review 

Performance discussions must include a reflection on behaviours displayed as well as tasks achieved and compliance with relevant policies and procedures. Managers 
should ask staff whether they have reported changes of personal circumstances or provided contact reports to Security Clearances and Investigations Section (SCI). 

Mid cycle comments, if applicable: 

Employee Name 

(staff member)

ignature 

(manager

)

Date 

Supervisor Name ignature Date s. 47E(c) s. 47E(c)

s. 47E(c), s. 47F(1)

s. 47E(c), s. 47F(1)
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End cycle comments (to be entered into People Soft) 
Supervisor: 

Employee: 

End cycle rating: 

 Performing Exceptionally
 Performing Well  Requires Development

Employee Name 

(staff member)

Signature 

(manager)

Date 

Supervisor Name Signature Date 
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Career/Learning and Development Plan 

Identify the skills and capabilities you require. Note that this plan is not a guarantee that identified learning opportunities will occur. Attendance is still subject to 
operational requirements and budgetary constraints. 

Capability required and how it relates to the work listed 
in the performance agreement or future career plans 

Select the most appropriate 70/20/10 learning approaches Timeframe 

Experience - 70% 
Examples include: learning on the job by  
reading/thinking/doing, reflecting on 

learnings, consider efficiencies that can be 

made, opportunities to work on different 

activities or projects within the team, 

participation in policy discussion groups, 

take on more responsibility. 

Exposure - 20% 
Examples include: through feedback, 

observation, shadowing, and/or working 

with supervisors, acting as a mentor. 

Education - 10% 
Examples include attending 

formal learning activities, 

webinars, e-learning or lectures. 

s. 47E(c), s. 47F(1)
s. 47E(c), s. 47F(1)
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http://intranet2.ausaid.gov.au/hr/HR%20Document%20Library/Learning%20Options.docx


Appendix 

Agreed targets:s. 47E(c), s. 47F(1)
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Australian High Commission 

 

Visa Processing Officer, LE3  

 

Document 4

s22(1)(a)(ii)

s22(1)(a)(ii)

s22(1)(a)(ii)

s. 22(1)(a)(ii)

s. 22(1)(a)(ii)
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Position Description – LE3 

About the Department of Home Affairs 

Home Affairs manages a diverse portfolio responsible for protecting 
Australia’s border.  This includes managing migration, humanitarian and 
citizenship policy and programmes, as well as matters relating to trade 
and the movement of goods across the border.  It works to keep Australia 
secure through border management and facilitates travellers to enter 
Australia on a temporary or permanent basis.  Home Affairs strives to 
make fair and reasonable decisions for people entering Australia, ensuring 
compliance with Australia’s immigration laws and integrity in decision-
making. 

About the position 

Under direction, and within established procedures, legislation and 
policies, Visa Processing Officers undertake a range of duties including 
visa processing as well as administrative tasks.  They may conduct 
integrity verification checks, analysis and assist with the preparation of 
reporting. 

Agency Department of Home Affairs 

Position Number Various 

Title Visa Processing Officer 

Classification LE3 

Section Home Affairs 

Reports to (title) Home Affairs Program Manager 
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The key responsibilities of the position include, but are not limited to: 

• Manage a caseload of Temporary Entry visa applications – adhering
to agreed assessment targets and timeframes, and to the Quality
Assurance framework and benchmarks

• Provide accurate, timely, consistent and appropriate information to
visa applicants through client service channels

• Analyse various sources of information to determine the
authenticity of visa applications and of the documents submitted in
support of the applications to make independent, lawful decisions,
referring complex cases to a more senior level

• Prepare written documentation for visa applicants, including the
preparation of visa decision records and case notes to provide a
clear and accurate history of actions taken and advice given

• Maintain and monitor data in the various information management
systems

• Provide assistance to other team members
• Liaise with a range of stakeholders on various administrative and

operational matters
• Contribute to section planning and to the development of improved

work practices

Qualifications/Experience 

• Tertiary qualifications
• Experience with assessing information and making decisions based

on legislation
• Experience working with the Microsoft Office suite of applications

and information management systems
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