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CHRISTIAN BROTHERS OCEANIA PROVINCE

· Flexible Scheduling Available 

· 3-4 Days per week

· Salter Point -Perth

· Salary $46K - $60K (pro rata) and commensurate with skills and experience
The Oceania Province of the Christian Brothers presently seeks an enthusiastic part-time Regional Records Coordinator for the Perth (Salter Point) office to manage records and archives produced in and received by the region to ensure their safekeeping and effective retention.  The role will support the Oceania Records Manager/Archivist in implementing systems and procedures required for an Oceania-wide recordkeeping operation, so as to ensure accessibility today and in the future.  

Key Responsibilities -


· Provide professional recordkeeping services and perform recordkeeping tasks
· Respond to requests to identify and locate records 
· Perform routine recordkeeping tasks such as file (or electronic folder) creation, file retrieval, file census, records appraisal and disposal sentencing
· Provide a professional archival service and advice to a wide range of clients 
· Maintain the Archives Framework developed by the Province Records Manager/Archivist
· Assist the Oceania Records Manager and Archivist with implementation of an Electronic Document and Records Management System 
· Contribute to the Development of records and information plans, policies and procedures, define standards of expectations

For more information on the position refer to the Edmund Rice website:  www.edmundrice.org
The successful applicant will preferably be working towards a Diploma or certificate in record management or relevant tertiary qualifications in information management, archives or records management, previous working experience in records management not essential.

Please submit your CV and covering letter to HR@edmundrice.org by 5:00pm (AWST) Friday June 6th  2008.

PART-TIME REGIONAL RECORDS COORDINATOR








