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	POSITION DESCRIPTION FORM


	Title:
	Records Management Officer
	Position number:
	3124423, 3154762, 3257886

	School/Faculty/Area:
	Properties – Information Management and Systems Support

	Division:
	Vice-Chancellory

	Reporting to:
	Information Management Coordinator (PN 3349956)

	Classification Details:
	Current Classification:
	
	Confirmed Classification:
	HEGS Level GJ03

	Date Last Updated: May 2006


1. Purpose of Position

This position exists to provide operational and technical expertise in the implementation and maintenance of records management and archival services and practices to the Properties area in accordance with established policies; to advise users on the most appropriate practices and procedures to enable them to effectively manage business records;  undertake routine records management tasks including classifying, indexing and registration of files, correspondence management and information retrieval.

2. Accountabilities and Responsibilities

· Conduct classification, indexing, retrieval and registration duties and archival and other relevant administrative tasks as directed by the Information Management Coordinator, to ensure the integrity of Properties’ records system is maintained at the highest levels.

· Ensure Properties records management practices are effective and comply with appropriate legislation and the University record keeping plan. 

· In consultation with the Information Management Coordinator, provide advice, guidance and support to Properties staff on records management system and infrastructure matters.
· Make recommendations on changes and ongoing development of the classification scheme to the Information management Coordinator, to improve the efficiency of Properties records management services.
· Use local knowledge to locate documents and files relevant to staff requests.

· Prepare routine reports or provide records related information to the Information Management Coordinator as requested.

· Undertake other records management tasks as directed by the Information Management Coordinator that fall within the scope of this position.
· Keep abreast of relevant developments and innovations in the records management field and research best-practice methodologies.

· Deputise for the Senior Records Management Officer as requested or required.
Compliancy and Legislative Knowledge

· Comply with University policies and procedures and relevant appropriate legislation; and
· Meet Occupational Safety and Health, anti-discrimination, equal opportunity and other legislative requirements in accordance with the parameters of the position.
3. Working Relationships

Internal

· Properties staff: 

Through consultation, deliver desired outcomes for records management services for Properties area staff. 

· University Records and Archives Office:

Liaise with Records and Archives office staff to exchange information relevant to the achievement of records management services to Properties staff. 

· Other University areas and departments:

Liaise with other areas of the University to access and exchange official files.

External

· Properties Clients:

Liaise with clients and contractors in order to clarify official documentation and in receiving and dispatching official documentation. 

4. Position Dimensions

Properties provide a facilities planning and management service that supports the University's programs and enhances campus life. Properties is responsible for the strategic forward planning, conceptualisation, procurement, management, operation and maintenance of the physical facilities on the campuses at Bentley, Shenton Park, Perth, Muresk, and Kalgoorlie as well as various leased properties. The procurement of new buildings or facilities, as well as all additions, renovations and alterations to University facilities are performed by, or coordinated through, Properties.

Department and Section managers, work within operational units and teams to meet a set of objectives, delivering the services of Properties. This is managed and co-ordinated through three Departments, the Department of Facilities Management, the Department of Corporate Services and the Department of Planning and Project Management. A Director reporting directly to the Executive Director, Properties heads each Department. 

The Corporate Services Department comprises:

· Information Management & Systems Support with responsibility for:  Properties information systems and in-house business applications; Properties corporate website and associated web-based applications; integration between Properties systems and University systems; Properties information, electronic and records management services; and the introduction and on-going provision of e-services that improve processes across all of the functions within Properties. 
· Finance with responsibility for: ensuring the financial security of Properties; the effective management of the Properties Financial Plan; optimising the use of financial resources; ensuring that all Properties’ cost centres operate appropriately by providing reporting, monitoring, processing and planning services for the Executive Director, the Directors and the Managers within Properties.

· Property Portfolio Management with responsibility for: research, analysis and management of all property purchases, property disposals, and rental and lease negotiations; and to represent the University at property-related discussions.

· Properties Corporate Reporting and Publications with responsibility for: Properties corporate reporting and publication services and designated University corporate reporting.
The Properties’ Area Plan identifies ten priority items of significance to the University.  Corporate Services is involved in all of these and contributes to the delivery of services and outcomes to meet these priorities.  The Corporate Services Department, under the leadership of the Director, meets these requirements of the University’s Strategic Plan through the provision of the following objectives:

· Provide financial management of the Properties’ allocation of the Physical Facilities Plan.

· Develop and maintain the Properties Asset Replacement Plan.

· Provide Properties related public relations and marketing services. 

· Create, pursue and promote initiatives to achieve optimal use of space.

· Manage the use of space.

· Manage the University’s property portfolio.

· Develop, improve and provide systems and processes in the management of Properties related information.

· Identify solutions for clients.

Properties Records Management

	February 2005 
	Central Records Office
	Properties Records Office

	Record Files
	  15,544
	  7,770

	Registered Documents
	174,301
	87,723

	Inactive Archive boxes
	   7,455
	     469


Organisational Chart (attached)

5. Selection Criteria

Essential 

1. Completion of an appropriate diploma level qualification with relevant work related experience; or an equivalent combination of relevant experience and/or education / training.
2. Demonstrated experience in working with records thesauri, records classification schemes and general records management practices.
3. Demonstrated analytical, interpretive skills and information retrieval skills.
4. Demonstrated time management skills and ability to prioritise work and meet deadlines, and to effectively contribute to the success of a work team to achieve individual, team and overall organisational targets and goals.

5. Demonstrated ability to identify client problems and needs, and develop suitable strategies and options for resolving those problems or needs.

6. Demonstrated effective interpersonal, written and oral communication skills and experience in successfully dealing with internal and external clients.
7. Demonstrated computer skills in the use of word processing, spreadsheet and database software. 

8. Demonstrated commitment to applying relevant and applicable policies, procedures and legislation in the day-to-day performance of the functions of this position.
Desirable

· Demonstrated experience working in a tertiary environment.

· Demonstrated knowledge of relevant records management legislation.

· Demonstrated experience in the use of electronic document and record management systems.

6. Endorsement

	Name: (Manager)
	

	Signed:
	
	Date:
	______/______/______

	Registered by Staff Services:
	Date:
	______/______/______
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