	RECORDS COORDINATOR


	Salary: $66,752
plus 9% superannuation
Location: Perth CBD



	The Legal Practice Board is responsible for the admission, supervision and discipline, through the Legal Profession Complaints Committee, of all legal practitioners in Western Australia.
Reporting to the Executive Director, this new position of Records Coordinator will be responsible for managing and coordinating the record management activities of the Legal Practice Board. 
In this role you would be required to:

· Develop and implement policies and processes relating to records management.

· Implement and maintain the Record Keeping Plan

· Implement and maintain the business classification system

· Implement and maintain the Retention and Disposal programme

· Supervise implementation and maintenance of EDRMS

· Provide a training program for staff

The successful applicant will have well developed communication skills, demonstrated knowledge and experience in management of state records (including EDRMS), and previous experience in formulating relevant policies relating to records management.    

For further information regarding this position please contact Graeme Geldart on 6211 3600.

For a copy of the job description form, please visit our website at www.lpbwa.org.au.

______________________________________________

To apply please provide a CV and a brief personal statement (as outlined on the website) to:

Mr Graeme Geldart, Executive Director, Legal Practice Board, Level 5/ 533 Hay St, Perth, WA  6000.
 We look forward to hearing from you.
 CLOSING DATE: 10 December 2009
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