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AO3 Archival Officer
AO3 Archival Officer

Archival Officer (AO3)
Collections & Access, Queensland State Archives | Digital Productivity & Services
Status: 
Temporary full-time – to 31 March 2017
Remuneration: 
$57,209 - $63,791 per annum
Location: 
Runcorn
Contact:
Elizabeth Hawkins – 07 3037 6681
Job Ad Reference: 
QSA Expression of Interest (EOI)
Closing date:
Friday 10 February 2017
*Does not include employer superannuation contributions of 12.75% and annual leave loading of 17.5%
Your opportunity
You have the opportunity to join the Queensland public sector; a position of trust where you will contribute to better outcomes for Queenslanders by giving effect to the policies and priorities of the elected Government.
Government goal and value
Our goal is to be a high performing, impartial and productive workforce that puts our customers, the people of Queensland, first.

Queensland’s public sector has five organisational Values to support this goal. These values: customers first; ideas into action; unleash potential; be courageous; empower people, are the building blocks of our workforce culture.

Department of Science, Information Technology and Innovation (DSITI)
Our Vision: Enabling an innovative, clever and connected Queensland.
We are a diverse organisation that:

· advances the knowledge economy through science and innovation in the digital world.
· delivers specialist and support services to connect and benefit government and Queenslanders.

We are committed to service delivery. This is underpinned by a philosophy of operational excellence where we strive to achieve cost efficiency, delivery, service and quality advantages through a greater focus on productivity, reduction of waste, improved service and increased customer satisfaction.
Digital Productivity & Services  

The Digital Productivity and Services division focuses on leading the whole-of-government frontline customer service experience by co-delivering government information and services through digital and non-digital channels and to influence the emergence of digital innovation across DSITI, whole-of-government and across Queensland.  
Queensland State Archives
Queensland State Archives is established under section 21 the Public Records Act 2002 (the Act) as the State’s archives and records management authority and is the custodian of the largest and most significant documentary heritage collection in Queensland. Queensland State Archives manages, preserves and facilitates public access to the state’s permanent archival public records and is committed to developing strategies to help the Queensland community access the archival collection in interesting and innovative ways.

As the lead agency for recordkeeping, Queensland State Archives is also responsible for the development and implementation of a whole-of-government recordkeeping policy framework.  This framework aims to ensure a consistent approach to the creation, management, disposal, storage, preservation and retrieval of government information. 

More information

Find out more about us at: http://archives.qld.gov.au/Pages/default.aspx.  
Collections & Access
The Collections & Access portfolio is led by the Director, Collections & Access and is responsible to the Executive Director & State Archivist for the strategic management and preservation of, and access to archival public records.  This portfolio ensures archival preservation and access standards are in accordance with the Public Records Act 2002 and best practice.

This portfolio includes:

· Collections and Preservation, which includes Archival Collections and Preservation Services, is responsible for receiving public records into the custody of Queensland State Archives, storage of public records, the collection management system, repository management, and digital content delivery.  Collections and Preservation is also responsible for conservation and preservation of the archival collection.
· Client Services provides access to the permanent public records of Queensland to the public, researchers, historians and other government authorities through the provision of reference services and education.  Client Services also conducts engagement activities through exhibitions, tours, presentations and social media channels and in partnerships with stakeholder groups.
Your contribution

The purpose of the role is to perform a range of archival duties, including the arrangement and description of public records, facilitating access to records, providing reference services to the public and contributing to public programs such as exhibitions, tours and presentations.
As an Archival Officer you will:

· Arrange and describe archival public records and digital images according to accepted archival standards and Queensland State Archives’ policies and procedures.

· Research the provenance and context of archival public records.

· Provide research and reference service for clients in the Public Search Room and via mail, telephone and email.

· Instruct clients in the use of public records, assist in locating sources through the online catalogue and prepare guides to public records.

· Assist in the development and review of policies, procedures, business systems and practices in relation to archival access and collection management.

· Participate in public program activities including curatorial preparation for exhibitions, conducting tours presentations on public records and preparation for special events.  Some regional and remove public programs are included.
· Fulfil all recordkeeping responsibilities in accordance with relevant Information Standards and associated guidelines. 

· Undertake other duties as directed by the relevant Manager.

The above responsibilities relate to Archival/Records Officer positions within Collections & Preservation and Client Services.  Incumbents employed under this position description will be assigned responsibilities as appropriate to the business unit (not all of the above responsibilities are required for both business units).  Incumbents employed under this position description can be transferred between Collections & Preservation and Client Services as business needs dictate.
Success profile
Appointments in the public service are based on merit.

We will assess your merit for this role by looking at the knowledge, skills and experience you have gained, along with your potential for development and your personal qualities.

· Your suitability for this will be assessed on the basis of your experience, skills and achievements in the following core capabilities as they apply to the responsibilities of the Archival Officer:
· Demonstrated knowledge of archival theory and practice. Ability to provide research, reference and outreach services with a strong client service focus using innovative technology channels.  Ability to undertake arrangement and description of archival public records according to institutional standards and to a high degree of accuracy.  Ability to use information technology, specifically advanced Excel and data analysis skills.

· Ability to research and analyse information relevant to work tasks and responsibilities. Identifies issues that may impact on designated tasks and alerts supervisor. Suggests improvements to work tasks.

· See tasks through to completion.  Works within agreed priorities, works independently on routine tasks and accepts more challenging tasks. Maintains accurate records and files. Seeks feedback from supervisor to gauge satisfaction and seeks assistance when required.

· Actively listens to colleagues and clients. Shares information and contributes to team discussions.  Works closely with team members to achieve results and operates as an effective team member.

· Takes personal responsibility for accurate completion of work and seeks assistance when required.  Commits energy and drive to see that goals are achieved.
Desirable:

Tertiary qualifications in archives or records and information management recognised as a qualification for membership of the Records and Information Management Professionals Australasia and/or the Australian Society of Archivists.

Interested in applying?

To enable us to assess your merit, your application should include:

· your current resume – including contact details for two referees (one of whom must be your current supervisor);

· a brief letter (one page) telling us why you are interested in this role. This should not be a restatement of your resume and does not require you to respond to each of the attribute areas. It is your opportunity to tell us about yourself, what you will bring to the role and what you will get out of it.

Applications to be forwarded to Elizabeth Hawkins, Manager Archival Collections 
elizabeth.hawkins@archives.qld.gov.au 
The selection process will start with shortlisting, where we assess the information provided in your application. Based on this, we will select applicants to proceed to the next phase of assessment, which could involve a work test, an interview or other selection techniques. 

Conditions and benefits of the role

Your employment conditions are set out in the Public Service Act 2008, the Queensland Public Service and Other Employees Award – State 2015 and State Government Entities Certified Agreement 2015 and associated instructions (directives).   

What’s on offer?
	· 36:15 hours per week 
· 3 month probation applies to new permanent public service employees
· salary packaging available
	· 12.75% employer super contributions
· 17.5% annual leave loading


Additional information
· The Department of Science, Information Technology and Innovation is an equal opportunity employer.

· Employees in the public service may be transferred or seconded in accordance with legislation and policy instruments.

· Applications will remain current for a period of up to 12 months and may be considered for other vacancies which may include an alternative employment basis (temporary; full time or part time). 

· Within one month of commencing employment, the successful applicant is required to disclose any employment as a lobbyist in the preceding two years. 

· Referee checking will be undertaken and other pre-employment checks may occur prior to any offer of employment. 
· Other checks will include, but are not limited to: 

· Applicants must provide proof of Australian citizenship or permanent residency to be eligible for permanent appointment to the Queensland Public Service.

· 
Applicants must provide proof that they can legally work in Australia for temporary appointments. 

· Discipline history disclosure check will be undertaken for all Queensland Public Service employees. External applicants may be required to disclose particulars of any previous serious disciplinary action taken against them in accordance with section 179A of the Public Service Act 2008.
· Criminal History Checks - Applicants for Queensland State Archives are advised that the department will initiate a criminal history check on the preferred applicant(s) under the Public Service Act 2008. Any person seeking engagement will be provided with a copy of the guidelines relating to the assessment of criminal history checks upon request. 

· All information submitted by an applicant for this role is subject to the Right to Information Act 2009 and the Information Privacy Act 2009 for personal information.

· A non-smoking policy is effective in Queensland Government buildings, offices and vehicles.

· For further information about working for the Queensland Government visit www.qld.gov.au.
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