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	WESTERN AUSTRALIA POLICE

POSITION DESCRIPTION




	POSITION DETAILS


	Position Description Number:

Generic 21

	Position Title:

Records Officer
	Rank/Level/Band
Level 1


	Region/Portfolio/Directorate:

Judicial Services


	Award/Agreement:

Current PSA, PSGOGA and Agency Specific Agreement 

	District/Branch:

Office of Information Management
	Location / Suburb:

East Perth


	Sub-district/Section:

Records Management Centre


	Registered Copy Date:

October 2011

	Working Conditions/Special Allowances:  
Normally day shift, Monday to Friday, however, the position may be required to work outside normal hours for operational reasons in accordance with the relevant Industrial Agreement(s).


___________________________________________________________________

	POSITION OBJECTIVE

Undertakes a range of information and records management activities that support the provision of records management services and meet Agency objectives. Maintains a courteous customer service to satisfy the Agency need for accurate, fast and efficient records management services. 


               ___________________________________________________________________
REPORTING RELATIONSHIPS

THIS POSITION REPORTS TO:
Title:





Rank/Level/Band: 

Senior Information Officer


Level 4

_______________________________

THIS POSITION





_______________________________

POSITIONS REPORTING TO THIS POSITION:

Title:





Rank/Level/Band:

Nil

Total number of positions under control:
Nil

Direct:


Indirect:

Budget Managed:
Nil

___________________________________________________________________

ORGANISATIONAL VALUES

MISSION

To enhance the quality of life and well-being of all people in Western Australia by contributing to making our State a safe and secure place.

VALUES

The foundation of our values and service philosophy are six non-negotiable principles of conduct, behaviour and practices that are expected of everyone in the Western Australia Police (WAPOL).  These are honesty, empathy, respect, openness, fairness and accountability.
The Western Australia Police promote a workplace that is discrimination free, is fair and equitable, values diversity and provides for a safe and healthy working environment.  In accordance with the organisation’s professional standards and Code of Conduct the Agency advocates a high level of ethics and integrity by all employees.
__________________________________________________________________
Role of WORK Unit

The Records Management Centre (RMC) provides a records and information service to WAPOL with a focus on providing overall guidance, advisory services and facilitation of the effective day-to-day management of record and information resources in accordance with relevant legislation, privacy principals, government and agency policy. This involves interpretation of legislation, policy, risk management, research activities and ensuring the quality and integrity of records and Centre holdings. 

The Centre also provides a diverse range of specialised services pertaining to records continuum including mail sorting, cataloguing, document and object retrieval, scanning, offsite storage coordination, state archiving and historical research through the police historian.  
KEY RELATIONSHIPS
The position liaises and interacts with a range of WAPOL personnel including police officers, police staff and contractors on a range of records management issues and/or Records Management Centre services or functions. 

Externally, this position liaises and interacts with goods and/or service providers under the government common use agreements or other providers contracted by WAPOL.

Decision making role

The position does not have a significant decision making role.  The activities of the position are determined by the work flow of the Records Management Centre and by the positions Supervisor.  Issues that can not be resolved by the position are referred to the Supervisor for direction.

___________________________________________________________________

ACCOUNTABILITIES/DUTIES

	
	Freq


	%

	1       RECORDS MANAGEMENT
1.1 Supports the Agency in effective recordkeeping and to maintain the WAPOL Records Management System (EDRMS).

1.2 Registers information and documents, creates and maintains corporate files and records using the WAPOL EDRMS.
1.3 Files and retrieves records and information in accordance with WAPOL guidelines and procedures. 
1.4 Assists with record and information handling and movement, including scanning, storage and retrieval, audit trails and tracking.
1.5 Prepares relevant documentation and records for offsite storage.

1.6 Enters/updates and maintains accuracy of routine data in WAPOL system including the WAPOL EDRMS using established rules.
1.7 Responds to general queries related to records management and/or records management centre functions.
1.8 Mail processing including internal delivery, receipt, opening, classification and dissemination.

1.9 Carries out support to projects, strategies and initiatives as directed by the Senior Information Officer or Executive Manager, into a range of matters relating to records management and/or corporate projects. 
2      GENERAL ADMINISTRATION
2.1 Provides administrative support in a range of areas, including word processing, arranging couriers, requisitions, stationary, and equipment and asset maintenance.
2.2 Operates as a flexible member of a team that shares responsibility to complete work on schedule.
2.3 Assists in keeping and maintaining Branch records

3      OTHER
3.1 Understands and complies with information security policies and procedures to ensure information holdings/systems are kept confidential and utilised accurately and reliably. 
3.2 Undertakes other duties as directed.
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	FREQUENCY: D = Daily, W = Weekly, R = Regularly, O = Occasionally, A = Annually
	
	


WORK RELATED REQUIREMENTS
ABLE TO DEMONSTRATE: 
	Essential WORK RELATED REQUIREMENTS
	Context within which work related requirements will be applied and/or general standard expected.

	
	

	1
Interpersonal and communication skills with a customer focus.
	Liaising with a range of personnel within the Agency and providing a customer service. Preparing general correspondence, reports and memos. Answering routine enquiries, reading and comprehending correspondence.  

	
	

	2
Ability to understand recordkeeping policy and procedures.
	The ability to interpret and follow guidelines and instructions.

	
	

	3
Ability to participate effectively in a team environment.
	Building team relationships, performing tasks as instructed by supervisor, time management, assist other team members. 

	
	

	4
Organisation skills.
	Ability to organise work and prioritise workload.

	
	

	
	

	DESIRABLE WORK RELATED REQUIREMENTS
	

	
	

	5      Experience in records management systems.

	Experience in using a computerised records management system (Objective).

	
	

	6      Knowledge of contemporary records 

        management practices and procedures.

	Knowledge of and the ability to apply current issues and industry trends pertaining to records management. 

	
	


___________________________________________________________________

CERTIFICATION
We have carefully reviewed this Position Description and are satisfied that it fully and accurately describes the Western Australia Police requirements of the position.

	Certified By:


	Name and Signature


	Date



	Workplace Consultant


	Paul Walling

Workplace Relations Branch


	              October 2011

	Branch/Division Head


	Peter Meyerkort

Executive Manager

Records Management Centre


	              October 2011
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