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CORRUPTION AND CRIME COMMISSION 

OF WESTERN AUSTRALIA
GRADUATE RECORDS OFFICER

Level 2

Salary range $48,730 - $52,916
2 year appointment

What’s the job?
The Graduate Records Officer undertakes a range of information management activities to service client needs and meet Commission objectives, ensuring compliance with internal and external guidelines.
The position is located in Perth, WA. Candidates must be Australian citizens or be immediately eligible for Australian Citizenship. Appointment is conditional on satisfactory completion of a rigorous security clearance process. The Commission is committed to the career and professional development of its team and facilitates a work-life balance for all staff.
What are we looking for? 
A Records Officer who:

· Is a self starter;

· Enjoys a challenge;
· Is customer focused;

· Can work independently as well as be part of a team;

· Has excellent attention to detail; and

· Has sound verbal and written communication skills

What can we offer you?

· Attractive remuneration package, including 9% employer super contribution 

· Access to flexible working arrangements and “flexi time”

· Wellness Program – the program offers a variety of services and opportunities to all staff, such as corporate massage, Flu Vaccinations and Healthy Heart Checks

· A dynamic and interesting work environment

· Right of return to the public sector for permanent Western Australian public servants

Ready to apply?
All you need to do is send us:
(1) A current comprehensive resume with the contact details of two professional referees and 

(2) A covering letter of no more than 2 pages outlining your experience in relation to the following:
· Sound knowledge of records keeping practices and systems
· Demonstrated ability to perform archival program duties
· Demonstrated experience in the use of computerised information management systems
The remaining selection criteria for this position will be tested throughout the recruitment process.
Have any questions about the position? 
We encourage you to contact Mr Michael Palozsa, Records and Application Coordinator, on 08 9215 4816 to discuss this opportunity further.
 
Ready to send your application?
Click “APPLY ONLINE NOW” to lodge your application
.  

Your application must be in either Word or PDF format.

Applications must be received no later than 5:00 pm WST 
Monday, 21 June 2010. 
- LATE, HARD COPY OR FAXED APPLICATIONS WILL NOT BE ACCEPTED -

Four Day Breach Period

As approved by the Office of the Public Sector Standards Commissioner, the Corruption and Crime Commission has introduced a four day breach period trial to replace the previous ten day breach period.  You will be notified via email as to the breach period dates, at which time you are encouraged to seek feedback about your application.  To assist us with this process, please ensure you supply a current email address. 
For more information about the trial, please refer to the Public Sector Standards website: http://www.opssc.wa.gov.au/Public_Sector_Standards_(HRM)/Information_about_lodging_a_breach_claim/Four_day_breach_claim_period.php
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