	Position Title

Records Management Coordinator
	Level

	PERMANENT
	4

	Effective Date
	Position Number
	Health Task Risk Assessment Category

	May 2009
	31148
	5

	Branch
	Division/Directorate
	Section

	Risk Management and Records 
	Safety & Strategy
	Records Management



Job Description Form

Public Transport Authority

Our Purpose

To increase the use of public transport by providing customer focused, safe and cost effective passenger transport services.

	Position Title

Records Management Coordinator
	Level

	PERMANENT
	4

	Effective Date
	Position Number
	Health Task Risk Assessment Category

	May 2009
	31148
	5

	Branch
	Division/Directorate
	Section

	Risk Management and Records
	Safety & Strategy
	Records Management


	Reporting Relationships

	

	
	Title
	

	
	Executive Director Safety & Strategic Development
	

	
	Classification
	

	
	L9
	

	
	
	
	

	
	
	
	

	
	Responsible To
	Other offices reporting to this office

	
	Title
	
	Title and Classification:
	

	
	Manager Risk Coordination & Records
	
	
	

	
	Classification
	
	
	

	
	L7
	
	
	

	
	
	
	
	
	

	
	Responsible To
	
	
	

	
	
	
	
	

	
	THIS OFFICE
	
	
	

	
	
	
	
	

	

	
	Offices under direct responsibility
	

	
	Title
	Classification
	Number of FTEs Supervised and controlled
	

	
	Records Indexing Officer
Records Indexing Officer

Records Archives Officer

Records Customer Service Officer

Records Customer Service Officer
	L2
L2

L2
L1

L1
	Nil
Nil

Nil

Nil

Nil
	

	


	Role Of This Position

	Effective management of the Records Section ensuring a customer focus and to ensure a high level of recordkeeping and records management is maintained.

Monitoring of activities and resources to ensure achievement of performance targets and standards and non compliant record keeping systems are identified and rectified.

Delivery of appropriate training and information that meets the needs of clients on a regular or as required basis


	Responsibilities Of This Position

	Records Management

· Provides advice and consultancy to management and staff in relation to recordkeeping, records management and records evaluation.  Assists in providing relevant training to clients, including the document management system.
· Provides support to the Document Management System Coordinator as required.

· Deliver the records management function through the electronic document management system
· Resolves problems and issues as they arise and assists subordinate staff and clients in understanding appropriate file and document management processes,  guidelines and compliance with the PTA’s Recordkeeping Plan.  Responsible for promoting awareness of staff recordkeeping responsibilities and the appropriate use of the document management system.

· Implements procedures for the identification of vital records and the protection of records and maintains and reviews the Section’s practices with regard to recordkeeping standards, policies and procedures.  

· Assists the Manager Risk & Records Management with the development and implementation of the Record Keeping Plan.  Assists with the development and review of local policies, practices and procedures relating to the management of documents, records and mail services specific to the Section and within PTA in general.  

· Researches and makes recommendations in relation to current and emerging trends in recordkeeping including electronic records.  Maintains a contemporary knowledge base relating to the team’s deliverables.

· Facilitates the management of retention and disposal of PTA records.  Coordinates the destruction of PTA records and facilitates and monitors offsite records storage including transfer of archival records.
· Researches and makes recommendations in relation to current and emerging trends in records classification and disposal including electronic records.

Quality and Compliance

· Coordinates and/or conducts regular audits of PTA records management and procedures/processes to ensure compliance with legislative requirements and recordkeeping standards.

· Coordinates and monitors the quality of classification (controlled vocabulary, file plan and titling protocols) and disposal programs for the PTA.  
Team Management

· Co-ordinates, plans and directs the activities and resources of the Records Section to ensure achievement of performance targets and standards in accordance with the approved Records plans and compliance with current policies, guidelines and procedures

· Supervises and trains staff in records classification and disposal activities, relevant electronic document systems and other relevant recordkeeping activities undertaken by the Section.  
· Ensures Records Section focuses on customer needs and the continued improvement of records management services. 

Other

· Undertakes other duties as required.




	Selection Criteria

Applicants must address all of the criteria listed below

	Essential
1. Demonstrated good supervisory skills including the ability to work in, and foster, a team environment.
2. Demonstrated good analytical skills, including the ability to identify and resolve problems and exercise initiative.
3. Demonstrated good oral, written and interpersonal skills with an ability to apply these skills to all levels, and focus on customer service.
4. Demonstrated good knowledge in records/information management practices, including demonstrated experience with an electronic document management system
5. Demonstrated good planning and organisational skills including well developed prioritisation skills.
Special Requirements

1. Satisfactory completion of required medical examinations to verify physical fitness to perform the duties of the position.



Corporate Responsibilities
Responsible and accountable for the implementation of and adherence to Public Transport Authority People policies and procedures and ensuring Equal Employment Opportunity and Diversity Management principles and practices are adhered to within their area of responsibility. The position’s duties are to be performed in accordance with the PTA's Code of Conduct and the PTA's Values.
Responsible and accountable for ensuring that all operations and business activities involving employees, contractors, customers and the public are carried out in a safe environment and that the Public Transport Authority Safety and Health policy and procedures are adhered to and where appropriate implemented within their area of control.

Responsible and accountable for ensuring that his/her work activities are carried out in an environmentally responsible manner and that he/she is aware, has an understanding of and adheres to the relevant Environmental policies and procedures that make up the Public Transport Authority’s Environmental Management System.
Responsible and accountable for the implementation and adherence to Railway Safety Management (AS4292) to the level applicable to this position as detailed in the Railway Safety Management Responsibilities and Authorities Manual.
Carry out as required, such tasks and functions that are consistent with the employee’s skills, competence and training.

Direct Working Relationships

Managers and Supervisors within Public Transport Authority Business Groups and Directorates
Staff undertaking records management duties within PTA
Rail Industry bodies that are party to the Lease and Sale agreements with PTA
State Records Office

Managers and senior staff in government organisations
	Certification

The details contained in this document are an accurate statement of the duties, responsibilities and other requirements of the position.

	General Manager / Chief Executive Officer / Executive Director


	

	
	

	Signature
	

	

________________________________________________________
	

	Date
	

	

________________________________________________________
	


Document No. 9430_000_065 Rev (1.00) Effective Date 8/4/2004 
Page 1 of 1
Document No. 9430_000_065 Rev (1.00) Effective Date 8/4/2004 
Page 5 of 5

