
SMALL BUSINESS DEVELOPMENT CORPORATION

JOB DESCRIPTION FORM

SECTION 1 - OFFICE IDENTIFICATION
EFFECTIVE DATE OF DOCUMENT

            June 2003
	TITLE:    ADMINISTRATIVE SUPPORT OFFICER - RECORDS


	DIVISION:          Corporate Services

BRANCH:           Perth

SECTION:          Administrative Support

POSITION NO:   SBDC1
	CLASSIFICATION:   LEVEL 2
AWARD/SALARIES AGREEMENT:  Government Officers Salaries, Allowances and Conditions, General Agreement 2004 and Government Officers Salaries, Allowances and Conditions Award 1989.




SECTION 2 - REPORTING RELATIONSHIPS

TITLE:
MANAGING DIRECTOR

CLASSIFICATION:
Group 1

RESPONSIBLE TO (
TITLE
DIRECTOR CORPORATE SERVICES
Other officers reporting directly to this office:





(Include title & classification)

CLASSIFICATION
LEVEL 7


Finance & Administration Coordinator, Level 6





Human Resources Coordinator, Level 4





Admin Support Officer - Finance, Level 2
RESPONSIBLE TO (
THIS OFFICE

Offices under direct responsibility:

Title

Classification Level


No of FTEs


Nil
SECTION 3 - POSITION FUNCTION

Describe briefly the prime function of the position in relation to the Division.

	PROGRAM:  SMALL BUSINESS DEVELOPMENT


	SECTION:      Administrative Support

	PURPOSE:

· Undertakes a wide range of records management activities to provide effective retrieval of all the agency’s incoming and outgoing correspondence.

· Provides administrative, secretarial, and clerical support to Corporate Services.




SECTION 4 - STATEMENT OF KEY DUTIES

	TITLE:                                  ADMINISTRATIVE SUPPORT OFFICER - RECORDS
CLASSIFICATION:               Level   2



	1. Correspondence, Registration, Classification and Indexing

· Opens, sorts, and designates action officer for all incoming records received.
· Searches and identifies the appropriate classification of both incoming and outgoing records using the records management system (RecFind).
· Registers and indexes both incoming and outgoing records onto the records management system (RecFind).
· Attaches all records to appropriate files.
2. Records Management

· Creates RecFind reports on records registered and loans (file movements) on a regular basis.
· Creates and closes files, makes up and labels all physical files as directed by the Knowledge Coordinator.
· Generates regular management reports from the records system and takes action accordingly.
· Maintains all file movement on a daily basis and conducts regular file audits.
· Assists the Knowledge Coordinator with the implementation of the agency's Retention and Disposal Schedule and in the retrieval and storage of files stored offsite.
· Assists the Knowledge Coordinator with the creation of new files in accordance with the Keyword AAA thesaurus and SBDC's functional thesaurus.
· Assists users to locate files and records on RecFind.
· Assists the Knowledge Coordinator with implementing and conducting records management training.
3. Knowledge Exchange (Library)

· Shelves all items returned to the Knowledge Exchange (Library) and maintains statistics.

· Accessions serials received using the Inmagic DB/TextWorks Library Management system. 
· Conducts the loose-leaf service filing eg CCH, State Law Publisher, etc.
· Undertakes typing of book spine labels.
4. Other

· Provides backup support for reception and telephone services.
· Undertakes other related duties as directed.


	


SECTION 5 - SELECTION CRITERIA

	TITLE:                                   ADMINISTRATIVE SUPPORT OFFICER - RECORDS
CLASSIFICATION:               Level   2



	ESSENTIAL CRITERIA

1. Experience with a variety of records management processes including operating and maintaining a computerised records management system.

2. Demonstrated ability in indexing and classifying of records.

3. High level of written and oral communication skills including the ability to relate to people at all levels.

4. Experience in using Microsoft Office applications (or equivalent) together with a high level of computer literacy skills.

5. Demonstrated competency to provide a customer focused best practice records management service.

6. Ability to work as part of a team.

DESIRABLE CRITERIA

1. Progress towards or possession of a records qualification or a related discipline.

2. Experience in Keyword AAA thesaurus and classification use.

3. Experience in the RecFind records management system.

4. Knowledge of Library serial accessioning and maintenance.

5. Knowledge of Retention and Disposal procedures.



	


SECTION 6 - APPOINTMENT FACTORS

	TITLE: ADMINISTRATIVE SUPPORT OFFICER - RECORDS

	CLASSIFICATION:     Level  2

	LOCATION AND ACCOMMODATION:

State location.  If accommodation is available give details such as department/GEHA, free rental etc.
	LOCATION:                 Perth

ACCOMMODATION:     N/A



	ALLOWANCES / SPECIAL CONDITIONS:

State allowance and conditions applicable.


	                                       NIL


SECTION 7 - CERTIFICATION

(I)
The details contained in this document are an accurate statement of the purpose, duties, role specification and other requirements of the job.


BRANCH/DIVISION HEAD
CHIEF EXECUTIVE OFFICER


------------------------------------
-----------------------------------------


SIGNATURE
SIGNATURE


-----------------------------------
-----------------------------------------


DATE
DATE

(ii)
As occupant I have noted the statement of the purpose, products and services, role specification and other requirements of the job as detailed in this document.

	NAME


	SIGNATURE
	DATE APPOINTED
	DATE
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