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Position Description
       Care Options 

	POSITION IDENTIFICATION


POSITION TITLE:


Records Management Coordinator
VACANCY REFERENCE No.:
VRN 
CLASSIFICATION:
Care Options AWA Level (Dependent on Qualifications and Experience)
LOCATION:



Care Options, Rockingham
ENQUIRIES CONTACT:

Human Resources Manager
DATE FOR REVIEW:


1st March 2009
	PURPOSE OF THE POSITION


Design, development and implementation of a records management system while encouraging and building a mindset of continuous improvement and innovation. 
	ORGANISATIONAL REPORTING RELATIONSHIPS


REPORTS TO:


Business Manager
KEY INTERNAL RELATIONSHIPS:
Management Team, Executive Assistant, other office based staff as well as Reception Admin Schedulers (RAS).
EXTERNAL RELATIONSHIPS:
Resource Providers, Funding Contract Managers



	ORGANISATIONAL VALUES


· We value people as individuals

· We respect the choices of individuals

· We recognise the contributions of all people

· We contribute and add value to the Community

· We embrace the principles of social justice, equity and fairness

· We value continuous improvement as an organisation

	ORGANISATIONAL RESPONSIBILITIES


1. Technical
· Develop and implement an incoming correspondence process

· Ability to design, develop and implement appropriate records management convention 

· Initially hard copy mining and sorting

· Electronic archiving system 

· Define policies and standards which are required to support new information management tools and frameworks

· Input into the selection and development of a paperless information system

· Review and close electronic and paper files

· Identification and protection of organisation critical documents and records

· Develop procedure and when approved; administer the secure destruction and disposal of organisation documents and records

· Recommend best practice for computer stored documents and records 

· Implement and manage current books etc into a functional resource library

2. Sustainable Organisation
· Manage your own work in order to achieve desired outcomes within time constraints

· Provide specialist document and records management services, support and expertise.

· Act as a consultant in your area of expertise to the wider organisation as required
3. Our People
· Train others and share knowledge of document management systems and practices
· Train others as necessary in the management of library resources, including archiving and retrieval procedures 

· Provide induction training for new staff and refresher training as required

4. Governance and Leadership
· Ensure all legal and statutory requirements for the creation, storage, retention and disposal of organisational documents are met and educate others as required.
· Maintain confidentiality with regards to documents accessed

· Review and ensure confidentiality policies and procedures comply with service standards and statutory requirements

	KEY SELECTION CRITERIA


The following Selection Criteria are based on the key requirements of the position.  Selection for interview will be determined by how well applicants respond to and satisfy these criteria. 

Applicants are expected to address each criterion providing information that suitably and adequately represents their ability to meet each criterion. 

Essential Criteria
Skills and knowledge

· A tertiary qualification in the records or library related fields or an equivalent level of experience and expertise to undertake the duties required.
· Demonstrated ability to prioritise and manage time effectively.
· Awareness of Information Management Industry practices, standards and developments

· Knowledge of Retention and Disposal (Archiving) processes and practices
· C or C-A Class Driver’s Licence.
· Excellent Computer skills including Microsoft products
· Experience in working with electronic filing systems

· Sound conceptual and analytical skills and experience

Desirable Criteria
· Practical application of above listed tertiary qualifications.
· Detailed understanding and experience in automated Records Management software systems

· Knowledge of Controlled Document processes and practices
· Ability to develop and implement new procedures and training packages

· Sound knowledge of relevant records legislation including FOI and National Privacy Principles
· Knowledge of Occupational Safety and Health, Equal Employment Opportunity legislation and the needs of Culturally and Linguistically Diverse groups
Attributes

· Ability to work autonomously and collaboratively within a team environment building positive and 
productive relationships.

· Self managed

· Organised in personal work.

· Ethical standard of behaviour in all actions and decisions

· Person centred approach to development

	ADDITIONAL INFORMATION


· The successful applicant will be required to undergo, and must satisfy, relevant security and

· employment checks (ie. Federal Police Clearance and Working with Children check).

· A non-smoking policy is effective in Care Options Inc.’s buildings, offices and motor vehicles. 
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