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National Archives of Australia
Selection Documentation
The National Archives has a skilled and diverse workforce. We value our people, performance, integrity and service, and we encourage applications from Aboriginal and Torres Strait Islander people, people with a disability and people from every cultural and linguistic background.

Position Details
	Position number
	32527

	Local title
	Reference Officer

	APS Level
	APS Level 4

	Salary range
	$61,875 to $66,675

	Branch
	Access and Communication

	Section
	Western Australia State Office

	Office
	WA State Office

	Status
	Permanent

	Security designation
	Negative Vetting Level 1

	Supervisor position title
	Assistant Director Access and Communication


Roles and Responsibilities
	1
	Assist the public and Commonwealth Government agencies to access the Archives' collection by responding to remote reference enquires or assisting visitors to the reading room.

	2
	Manage and carry out tasks associated with access examination, arrangement and description, data entry, on-demand and proactive digitisation, records transfers, collection review, destruction, preservation and physically retrieving and returning records to the repository.

	3
	Participation in the presentation of reader education sessions, including seminars and workshops for student and community groups.

	4
	Undertake general administrative duties.

	5
	Represent the organisation and liaise with members of the public and government agencies.

	6
	Apply the principles and practices of Equity and Diversity, OH&S and Participative Management practices and adhere to the APS and National Archives Values and Code of Conduct.


Selection Criteria
	1
	Essential
Demonstrated ability to research and analyse complex issues.

	2
	Essential
Demonstrated ability to communicate effectively, orally and in writing, and a commitment to customer service.

	3
	Essential
Capacity to work independently and as part of a team.

	4
	Essential
Knowledge of, or interest in, the National Archives' collection and Australian history.

	5
	Essential
Knowledge of and a demonstrated commitment to contemporary people management principles and practices (in respect to the APS Values, Equity and Diversity, OH&S and participative management) and the ability to apply them in the workplace.

	6
	Essential
Tertiary qualifications in archives, library studies, history or other relevant disciplines.


