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Dear HR, Hiring Managers and Supervisors  
 

When contemplating roles to recommend for the Melbourne Indigenous Professional Employment 
Program (MIPEP), please consider the following critical points: 

 

• Do you have the capacity to allocate the time and resourcing necessary to develop a MIPEP 

participant’s capabilities and provide broad experience for the role? 

• Does your team have the capacity to provide additional support for a new staff member? 

• Whilst we are operating at a reduced capacity on campus, does your team have the 

resources to support a new staff member when working partly on campus and partly from 

home? 

• What kind of skill-set and knowledge base will the MIPEP participant develop in this role and 

how will this benefit their employability at the University after the program? 

• Are you able to offer a MIPEP role that will become ongoing? 

• Will the participant’s Diploma coursework be applied into their everyday role/ 

responsibilities? 

• What steps will be taken to support the success of an Indigenous employee?  

• Has your team undertaken cultural awareness training? 

 

 

2019 Melbourne Indigenous Professional Employment Program Cohort 
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Background 
The Indigenous Employment Framework (IEF) 2018 - 2021 is the University’s action plan to build on 
the success of the previous frameworks and continues to grow and retain the Indigenous staff 
workforce since 2010.  

The IEF is now in its third iteration and will continue to address the overall target set out in 2013 
which is to achieve population parity by Dec 2021. This equates to 3% of the current workforce. 
The headline targets are aligned with the University of Melbourne’s Indigenous Staff Headline 
Targets and Universities Australia Indigenous Strategy 2017-2020. The IEF is also aligned with the 
Diversity and Inclusion Plan 2016-2020 in which Indigenous employees are a key focus area. 

Melbourne Indigenous Professional Employment Program (MIPEP) was first piloted in 2013 and up 
until 2016 it was called the Indigenous Australian Employment Development Program (IAEDP). 
Since then, the program has evolved with some adjustments to the educational component, 
supportive framework and work placements so fittingly it was a new title, MIPEP.  

 

Objective 
MIPEP is an employment initiative that directly responds to the needs of the Indigenous 
Australian community, enabling skill development and broad work experience. MIPEP also 
provides capable and qualified staff to the workforce and makes a significant contribution to the 
overall targets for Indigenous employment.   
 
MIPEP is a two-year program providing meaningful work and on-the-job skills development; 
formal qualification, enrichment activities, professional development and dedicated pastoral 
support through Murrup Barak and a trained mentor. It is exceptional in its design and unique 
within the higher education sector. It is also a development program, this must be reflected in the 
intensity of supervision, resourcing and general expectation placed upon the participant and 
should be taken into consideration by all persons involved prior to participating on the program.  
 

Success to Date 
Since the commencement of IAEDP/MIPEP the University has experienced the largest contribution 
of Indigenous staff to the overall workforce each year through a single point. MIPEP has also been 
a great support to those who have stayed short term and have found employment outside the 
university. It is important to note however the majority are still employed and continuing their 
journey of career development and growth.  

Since 2013 to the 2019 cohort, the program has recruited 80 people, of that, 40 percent are still 
within the University. Participants have undertaken further study at the diploma level and/or 
undergraduate degree. Each participant that has completed 1 to 2 years of service since starting 
the program have progressed through the classification levels whilst a few have progressed two 
classifications higher within a two-year period.  The program produces successful outcomes and 
creates a continuous pathway for many well past the contract term under the program.  
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The Expectations under the Program  
 

 1st Year - Developmental. The first year forms their developmental year requiring intensive 
support and resourcing to embed professional habits, behaviour and awareness to build a 
strong career foundation. 

 2nd Year - Consolidation. The second year of the program is to consolidate skills and 
experience, empowering the participant to demonstrate their learnings and acquire further 
skills and capabilities. The participant is to be supported and where possible, provided 
opportunities to grow professionally.  

 3rd Year - Mastery. The third year, whilst not a provision under the program but relevant to 
the hiring area post the program, is an understanding that the participant can fully master 
the requirements of their role and clearly demonstrate an adequate level of professional 
maturity and initiative.  

Our overall commitment is to provide employment opportunities to enable self-empowerment 
and contribute to Indigenous outcomes.   It is also on the basis that Indigenous employees will 
bring with them a wealth of experience, expertise, knowledge and skills that will inform, enrich 
and fundamentally improve the work that the University does.  

 

 

 

 

 

 

2018 Melbourne Indigenous Professional 
Employment Program Cohort 

 

 

 

 

 

 

 

 

2017 Melbourne Indigenous Professional 
Employment Program Cohort 
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2021 MIPEP - Program 

 

About the Program 
 

Advertisement and Selection Process  
Once MIPEP 2021 goes live, it is advertised as the broad program and does not outline the roles 
on offer and their requirements. It is advertised with various roles in business administrative and 
support functions with the expectation of performing various tasks and duties targeted at a UoM 
4 in a developmental capacity. 

Our selection procedures and guidelines appropriately respond to the wider demographic of the 
Indigenous Australian community we serve. They are equitable and relative to the varying 
circumstances of the current pool of job seekers.  

Participants are selected through a thorough, multi-stepped process that involves Murrup Barak 
and hiring areas. The outreach to potential participants and the pre-selection of candidates is 
conducted in partnership with AFL SportsReady utilising the provisions of the Australian 
Government’s Vocational Training and Employment Centre (VTEC) based on the GenerationOne 
employment model. 

More information on the full process and timeline is available in Annex II. 

  

Cultural Awareness Sessions 

To ensure a culturally safe work environment for the MIPEP participants, cultural awareness 
sessions are important for all team members to attend. The Cultural Awareness sessions will 
provide understanding of the diversity of Australian Indigenous peoples and touch on why 
programs like MIPEP are important.  Further information on Cultural Awareness training (online 
and in-person), including dates and costs well be provided in the Expression of Interest form. 

 

Pool of Candidates  
Since the program first commenced in 2013, the University has employed people with varying 
circumstances across the candidate pool, from those who have recently finished high school, 
those with a couple of years’ experiences in customer service, some that have only labouring 
hands-on experience, return-to work-parents and people with extensive work histories. If your 
role requires a specific and immediate skill-set, be aware that it may not be prevalent in the 
current pool of candidates. Please contact the MIPEP Coordinator to discuss further. 
  

Employment conditions 
Participants are hired on a Professional Staff Classification (PSC) level 4, two-year fixed term 
contract on a full-time basis under category Specific task or Project. The participants will receive 
the relevant UoM 4 remuneration being $67,872.00 per annum excluding 17% superannuation 
and are accountable to all University policies and procedures. Their employment is inclusive of a 
six-month probationary period. 
 

https://www.aflsportsready.com.au/
https://www.pmc.gov.au/indigenous-affairs/employment/vocational-training-and-employment-centres-vtecs
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Participants are required time to attend diploma classes, enrichment activities, and any other 
events advised through Murrup Barak, the time is currently estimated to be equivalent to 40 
business days in their first year and 10 in their second year and is considered an integral part of 
the program and of their employment. Attendance of the extracurricular retention activities result 
in the first-year placement being .8 FTE.  
 

Full time equivalency cap and funding 
The University has confirmed its commitment that the positions under the 2021 cohort will be 
considered outside the full-time equivalency cap. However, the salary and on-costs are to be 
covered by the hiring division, faculty or school. 
 
The division, faculty or school are required to provide Murrup Barak a once-off lump sum 
payment of $6,000. This covers the participants diploma fees and on-costs relating to enrichment 
activities and professional development for the duration of their program.  
 

Roles  
Participants are expected to work in roles that develop their skills and provide broad experience 
whilst exposing them to different business areas within the University. The roles may allow them 
to apply the learnings taken from their diploma and/or prepare them for administrative roles 
upon completing the two-year program.  
  
Further parameters to be considered when considering a role for MIPEP 2021:  

• The business area and working environment is supportive, nurturing and will allow the 
participant to thrive;  

• The Supervisor and/or Manager has the capacity to provide close (and at times intensive) 
supervision for the first 6 months, gradually moving to more general less-frequent supervision 
dedicating the time and resources where necessary;  

• The Supervisor and/or Manager and team have the capacity to provide support to participant 
working remotely; 

• Team members have contributed to a culturally safe workplace and demonstrated their 
understanding on Indigenous Australian culture by undertaking Indigenous Cultural Awareness 
Training prior to the start of the program.  
 

Rotation  
Participants undertake a rotation during the two-year program in June of the following year with 
the two roles determined and communicated before the start of their employment. The MIPEP 
Selection Panel are responsible for the final decision on allocating first and second year 
placements.  

Each business area will put forth a two-year contract in which two participants will fill during that 
time. This will provide each participant broad experiences and skills which will contribute to their 
employability at the end of the contract.    

Whilst the placement allocation is deemed final before the start of employment, Murrup Barak, 
the business area or participant can recommend modifications or changes but only under 
exceptional circumstances and with full agreement from all persons involved.  
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Qualifications, Enrichment and Professional Development Activities 

 

Formal qualification  
 

Diploma of Business (BSB50215)  
 
The Diploma of Business is the most suitable course for the UOM 4 levels employed under the 
program. It is a necessary educational component to complement the hands-on experience and 
capability level whereby the learnings can be applied and/or have real benefits to their role. The 
Diploma is timely, as it aligns to the imperatives under the People Strategy 2015-2020 in which 
developing leadership, and supporting professional growth are mentioned.  
 
The diploma is an integral part of the MIPEP and the expectation is to successfully complete the 
course in the first 12 months. It must be embedded in the participants probationary criteria and 
Performance Development Framework.   
 
In the event the diploma is not completed by the participant within the timeframes allocated; the 
participant is required to provide an explanation in writing to Murrup Barak and their current 
Manager. This will be assessed on a case by case basis and its impact on their PDF. The participant 
may complete their diploma within the second year, but conditions do apply (See Roles and 
Responsibilities).  
 
 
 
Diploma of Business Units 

BSBLDR501 Develop and use emotional intelligence 

BSBADM502B Manage meetings 

BSBDIV501 Manage diversity in the workplace 

BSBPMG522 Undertake project work 

BSBRSK501B Manage risk 

BSBWOR501B Manage personal work priorities and professional development  

BSBHRM506A Manage recruitment, selection and induction processes 

BSBLED502B Manage programs that promote personal effectiveness  
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Enrichment Activities & Professional Development  
To complement the overall program and cohort experience, participants benefit from activities 
and developmental opportunities over the two years through the support of Murrup Barak and 
the participating areas.  
 
In the first year, participant’s benefit from:  

• Participation in a series of Indigenous Staff Network events and annual forum  
• Participation on a Leadership Development Program  
• Mentor to support their career development 
• Varied enrichment activities that reaffirms the University’s commitment to staff retention 
• Integration support thanks to a buddy assigned by Murrup Barak 

 

In the second year, participant’s benefit from:  
• The Indigenous Staff Network meetings and annual forum  
• Learning and Development: The selection of appropriate courses either internally or 

externally will be examined by the participant and current supervisor. This will assist in the 
participants career development giving and opportunity to apply the principles and key 
learnings for their role.  

• The opportunity to be a buddy to new program participants 
• Career Session workshop to support applying for ongoing roles 
• Mentor to continue supporting their career development  

 

Retention  

The overall objective of the program is that participants secure ongoing employment at the 
University at the end of the contract. A series of actions are considered key to meet this target 
and they require an active contribution of the participant and their supervisor (See below for 
possible options to transition participants into ongoing roles).  

It is important to note that MIPEP participants can secure an ongoing role at any time during 

their two-year program; this does not preclude them from fulfilling their commitments under 

MIPEP.   

  

Managers  
• When considering a role for your current MIPEP participant, consider if it is likely to become 

ongoing in the future and prioritise the appointment;  
• When a role at UOM 4 or UOM 5 levels opens (ongoing or fixed term), encourage your 

MIPEP participant to apply;  
• If the role currently occupied by a program participant is confirmed beyond the program 

duration, prioritise the current incumbent or recruit only within the current cohort 
(provided performance expectations are met).  

• Support participants in reviewing job advertisements and preparing for interviews.  
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Participants  
• Demonstrate their capability and overall commitment  
• Keep abreast of opportunities within the University 
• Work with manager and/or supervisor and mentor in identifying suitable roles 
• Apply for opportunities and inform the MIPEP Coordinator 

 

Human Resources  
• Ensure program roles are contributing to the participants’ development and have the 

potential to be offered on an ongoing basis  
• Flag any opening which would suit a program participant to the MIPEP Coordinator for 

dissemination within the cohorts  
• Ensure participants who apply for roles are interviewed. 

 

Murrup Barak  
• Disseminate participant’s profiles to HR Managers (second part of the year)  
• Inform Interview panels when a participant applies for a specific open role 
• Encourage participants to apply for various roles, provide feedback on outcomes and 

perform advocacy tasks.  
 

 

 

 

2016 Indigenous Australian Employment 
Development Program Cohort 
 

 

 

 

 

 

 

2015 Indigenous Australian Employment 
Development Program Cohort 
 

 

 

 

 



2021 MIPEP Brochure | Melbourne Indigenous Professional Employment Program Page 12 of 18 

Roles and Responsibilities  

 

General Roles and Responsibilities  
  
The program involves multiple persons from across the University who each hold responsibility for 
the success of the program and support of the participant.   
 

MIPEP Coordinator  
The MIPEP Coordinator based at Murrup Barak, Melbourne Institute for Indigenous Development 
oversees MIPEP and is responsible for the management of the program including the attraction, 
recruitment, selection and offer process as well as the development and roll out of the diploma, 
mentors, enrichment activities and professional development.  
 
The MIPEP Coordinator is also responsible for communicating the program within the University 
and for the ongoing evaluation and reporting on the programs’ impact and outcomes.  
 
The MIPEP Coordinator upon request, can provide advice and general support to supervisors, 
participants and HR during the program. 
  

Manager/Supervisor   
A MIPEP participant is, for each given period, an integral member of the team and as such needs 
to be included into all relevant team activities, be inducted appropriately and be supported in 
becoming operational promptly.  
 
It is the responsibility of the Manager and/or Supervisor to ensure integration of the participant 
and provide day-to-day support. The Manager and/or Supervisor is also expected to provide 
regular feedback and progress against their probationary criteria and their Performance 
Development Framework   
  
The Manager and/or Supervisor is also responsible for initially supporting the Assessment and 
Selection process and completing mandatory training.   
  

Human Resources 
Central and Faculty Human Resources teams are required to support hiring areas within their 
capacity and expertise. HR functions are required to work with the MIPEP Coordinator where 
requested and when required throughout the program. They are responsible for advising the 
MIPEP Coordinator for any proposed changes to the participants contract or seeking support or 
guidance for any MIPEP participant queries or concerns. 
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Participant  
Whilst participants are supported in their growth and development, they are expected to 
proactively engage in the program and drive their own journey of learning through on-the-job 
training.  
  
The participants are expected to do their best to demonstrate competency in their roles, seek 
feedback, engage in their performance development discussions and reviews and to participate in 
any development program or event planned.  
  
Furthermore, participants are expected to attend and participate in all enrichment activities, 
professional development and diploma classes. Should the participant fail to complete the 
diploma with the first 12 months of the program they would need to communicate this outcome 
to all persons involved and arrange to complete it in the second year of the program. Any costs or 
time associated with this may be covered by the participating area of the second rotation. If the 
diploma is still not completed within a 24-month period, this will indicate unsuitability for future 
employment opportunities past the program duration. 

 

Mentor  
Participants are assigned a mentor upon commencing their first year. This relationship allows the 
participant to benefit from sound advice, career mentoring, coaching and regular feedback. This 
interaction in combination with the regular feedback from the supervisor will help the participant 
enhance their learning experience and career aspirations. 
 

Buddy   
Participants are paired with a current or past program participant who can offer guidance, 
particularly in the initial months of the program. The MIPEP Coordinator is responsible for 
assigning a buddy to all participants under the program.  
 
A buddy is responsible for contacting the participant when they start their new role and for being 
a point of reference and a guide throughout the two-year program. The buddy does not provide 
career advice or acts as a mentor, they rather assist the participant in becoming acquainted with 
the University systems, understanding HR procedures, finance processes  and navigating around 
the campus. If the participant does not wish to engage with their buddy, there is no obligation to 
do so. 
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Competency Framework 

 

Annex I - Competency Framework 
Participants are selected against a defined competency framework that should be used as a 
benchmark to design and assess the development journey of each of them. The selection process 
further assesses current technical skills and the candidates’ commitment to the program and the 
University. 
 
 

Competency  Description  
Learning agility  Learns from experience, is self-aware, 

focused on personal learning & self-
development, accepts and uses feedback 
well  

Building relationships  Has interpersonal skills, see others ‘point of 
view, builds rapport quickly and easily, 
adapts personal style to suit specific 
situations or people  

Communication  Demonstrates effective and adaptable 
communication skills, strong verbal and 
written skills, presentation skills and 
influencing skills  

Drive for results  Actions oriented, can make a clear plan and 
be self-organised, self-regulated and 
service focused  

Analysis & Attention to detail  The ability to analyse information and make 
evidence-based decisions. Able to identify 
data patterns and check for errors 
consistently  

Innovation and Continuous Improvement  Identifies opportunities to improve 
processes and practices and takes actions 
to reduce deficiencies 
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2021 MIPEP – Delivery Timeframes  

 

Annex II – 2021 MIPEP Delivery timeframes  
 

Development 
• 5 February – 14 March: Expression of Interest - open to hiring areas 

• 15 – 19 March: Expression of Interest – shortlisting and confirmations 

 

Promotion  
• 15 March – 18 April: Advertisement goes online 

 

Assessment & Selection  

• 19 - 21 April: AFL SportsReady pre-screening and candidate profile finalisation 

• 22 – 23 April: Shortlisting candidate applications & correspondence to shortlisted candidates 

 

Information & Assessment Centre 

• 10 May: Information Session - Candidates are provided an overview of MIPEP and meet the 
hiring areas (Virtual) 

• 11 May: Assessment Centre and Interviews - Applicants engage in a series of assessment 
tasks (Virtual) 

 

Confirmation & Onboarding 
 

• 12 - 14 May: Reference checks  
• 12 – 14 May: Selection Panel final decision and verbal offers made 
• 17 - 18 May: Letter of Offer submitted and returned. On-boarding procedures 

 

Employment 
• 7 June: First day of employment and official welcome event for MIPEP participants 
• June - July: MIPEP Orientation. Mentors assigned. Diploma course begins 
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2021 MIPEP - A guide to our shared responsibilities 

 

Shared Responsibility Guide  
 
MC: MIPEP Coordinator (Murrup Barak’s Indigenous Employment Officer) 
HR: The designated contact person for MIPEP within HR 
HA: Hiring area, be it Manager and/or Supervisor 
 

5 February – 14 March: MIPEP 2021 Expressions of Interest opens 

MC: Deliver MIPEP 2021 Brochure and EOI template to HR Managers 

HR:  

1. Review the brochure, EOI and search or create the most suitable role/s for MIPEP 2021 
2. Appoint a HR contact person for the MC  
3. Email information to business areas and request a completed EOI form 

HA: Review the brochure, complete the EOI form and submit EOI to HR  
 
 
15 – 17 March: Shortlisting EOI’s and confirmations 

MC: Shortlist EOI, contact areas for further information. Confirm outcome with HR. 

HR: Advise HA of the outcome. Create a position number (exempt from the FTE envelope) and 
gain approval to create the role/s for MIPEP 2021.  

 

March – April: Next Steps 

MC:  

1. Arrange meet and greet sessions for managers & supervisors on the next steps in the process 
2. Cultural Awareness sessions for team members 
3. Advertise MIPEP 2021 online, shortlist incoming applications and contact successful 

candidates advising the next steps in the process.  

 

May: MIPEP 2021 Assessment Centre & reference checks 

MC: Coordinate the Information and Assessment / Interview Day (Virtual) 

HA: Assist on the interview panel and/or other assessment activities and fulfil templates and final 
reference checks. Submit these in legible print to the MC as soon as possible 
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Wed 12 – Fri 14 May: Selection Panel and final approval 

MC:  

1. Facilitate the MIPEP Selection Panel and provide supporting evidence to support the best 
match/fit process  

2. Seek Director’s approval of candidates and placements  
3. Provide confirmation to Recruiting Areas and provide further information and templates to 

Recruiting Areas & HR 

HA:  

1. Manager or Supervisor to support the overall panel discussion and placement decision of 
preferred candidates  

2. Contact the successful candidate and be the first point of contact 
3. Confirm probationary criteria and submit to HR and the MC 
4. Provide status updates to MC regarding letter of offer progress 

17 – 18 May: Confirmation and on-boarding  

HR:  

1. Complete standard HR procedures through Page-up, seek final approvals and submit the 
Letter of Offer 

2. Fulfil all other onboarding requirements to ensure staff member is active on Themis 

HA: Remain point of contact for the new staff member 

MC: Organise Orientation Day, Welcome Event, Diploma sign-ups, Mentors, Enrichment and 
Professional Development Calendar  

 

May - June: Organising Welcome Event 

MC: Coordinate the MIPEP 2021 Welcome Event 

 

7 June: Introductions and Welcome Event 

HA: Meet with your new staff member, confirm with the MC and attend the Welcome Event 

HR: Attend the Welcome event. 
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2014 Indigenous Australian Employment 
Development Program Cohort 
 

 

 

 

 

 

 

 

 

2013 Indigenous Australian 
Employment Development            
Program Cohort 
 

 

 

 

 

For further information contact: 
Leanora Stuart 
Email: Leanora.stuart@unimelb.edu.au 
Phone: 03 8344 6840 
Mobile: 0466 943 710 

mailto:Leanora.stuart@unimelb.edu.au
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