	Western Australian Museum

	Department of Culture and the Arts

	Senior Records Officer

	11125

	Level 3, $55,913 - $60,707 pa, PSGA 2008

	The Western Australian Museum is seeking a motivated Senior Records Officer with demonstrated skills in Records Management Systems.
CONDITIONS:
This is a full-time, fixed-term vacancy, for a period of 3 months with the possibility of extension for a further 3 months.
LOCATION:
Records Management, Western Australian Museum, 49 Kew St Welshpool.
JOB DESCRIPTION:
Assists in the review and development of records management policies and practices across the Western Australian Museum, including file tracking, storage and retrieval, correspondence control, distribution and mail handling procedures.
· Ensures correspondence is correctly indexed and despatched.
· Assists with the management of the records retention and disposal process in accordance with relevant authorities.
· Other duties as directed.
WORK RELATED CRITERIA:
Essential  
1. Demonstrated competency in Records Management systems, procedures and practices including the use of computerised records management systems.
2. Sound knowledge of relevant records legislation. 
3. Sound knowledge of classification and indexing methods and techniques, and retention and disposal management.
Desirable 
1. Experience with the TRIM Records Management System. 
2. Possession of, or progress towards a tertiary qualification in an information management discipline. 
3. Suitably able to regularly move boxes of up to15 kilograms.
FOR FURTHER JOB RELATED INFORMATION:
Please contact Chris Penwald on (08) 9212 3786 (not to be contacted for Job Application Packages).
APPLICATION INSTRUCTIONS:
Prospective applicants must obtain an Information Pack which includes an Application Package, Job Description Form (JDF) and an Application for Advertised Vacancy Form for the advertised vacancy.
To obtain a pack, you can either: telephone the 24 hour jobs line on (08) 9258 0650 and an information pack will be mailed to you or go to www.jobs.wa.gov.au and search under ‘Agency’ for Western Australian Museum.

The Department of Culture and the Arts has been successful in being included in the Public Sector Commission's Four Day Trial Breach Claim Period. The breach claim period for appointments has been reduced to four days.  For more information, visit website: http://www.opssc.wa.gov.au
NO FAXED, LATE OR PROFORMA APPLICATIONS WILL BE ACCEPTED.
To avoid last minute congestion of the system which may result in your application being received after the closing time and therefore not be eligible, please endeavour to submit your application well before the closing time.
 APPLICANTS PLEASE NOTE THAT THE LODGEMENT INSTRUCTIONS ARE IN THE APPLICATION PACKAGE

	WORK TYPE:  Fixed Term - Full Time

	LOCATION: Welshpool

	CLOSING DATE: 2011-01-28 4:00 PM 
(YYYY-MM-DD) 


