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Role Statement

	

	Position Title:

F/T permanent
Salary Level 2
	Information Management Officer

$57,729 – 62,689 GOSAC Permanent
	Position Nos:
Last Update:
	40000124 & 40000678
Oct 2016

	

	The Organisation

Since 1933 Lotterywest has been established for two reasons – to give the players of our games the chance to dream and from our lottery games, to raise money which would help to contribute to a better WA. Every year we give hundreds of millions of dollars to health, the arts, sport and recreation, as well as to thousands of community groups, who make a real difference to our lives every day.
The Team – Information Services
The Information Services Business Unit is responsible for providing strategic information services to achieve business goals. Our role involves providing information security, systems integrity, project leadership, co-ordination and management services for Lotterywest projects.

	

	Reporting to the Manager, Corporate Information Management, this role specifically contributes to the achievement of Lotterywest’s business goals through the provision of library and records management services to Lotterywest.
The key responsibilities of the role are:

· Providing electronic and physical records management, including ensuring effective and efficient information management control through creation, distribution, preservation, retrieval, modification and disposition of records and EDRMS administrative functions;

· Liaising with staff by providing training, training support and advice to improve records management methods and handling, and to build strong relationships with all areas of the organisation;

· Maintaining library services to the whole organisation, including the purchase, circulation, storage, disposal and both physical and on-line subscription services;
· Maintaining the day-to-day incoming mail tasks including receival, sorting, registering and scanning;
· Responding to records management requests/enquiries from staff for information located in records and/or library items and being pro-active in the collation of relevant information;
· Assisting with the preparation of the CIM Work Plan and budget, monitoring progress against the Work Plan, procurement of equipment and supplies, and acquittal of CIM accounts;
· Identifying opportunities for continuous improvement to Corporate Information Management and implementing changes as required.

	

	The Skills Required
In assessing candidates who apply for this position the following selection criteria are used:

1. Demonstrated experience in undertaking administrative duties that require a high level of attention to detail. 

2. Demonstrated organisational skills and time management skills.
3. Good communication, interpersonal, relationship and problem solving skills.

4. Demonstrated ability to work independently, flexibly and collaboratively as part of a team.

5. Proficient in Microsoft Office Suite including Outlook, Word and Excel.

6. Demonstrated experience working in a records management (or similar) role and with an electronic documents and records management system (EDRMS).
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