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Records Officer (CC00188), Level 2
Public Sector (CSA) Agreement 2024 from $76,912 to $82,464 pa 
Full time/ Part-time fixed term vacancy for 3 months, with possibility of extension.

Applications are invited from Records Management students who are interested in gaining work experience at ChemCentre in the Records Management area. 
About ChemCentre

ChemCentre is the premier analytical chemistry facility in Western Australia.  It has an extensive history and well-earned reputation in the delivery of high quality analytical, consultative, and investigative chemical services.  This includes a diverse range of government agency, industry and research clients and collaborative research partners.  ChemCentre's role includes the provision of forensic scientific services to the Police and the State Coroner, scientific information and advice relating to, the environment, natural resources, agriculture and health to a large range of clients.

ChemCentre is located at Curtin University, Building 500, Resources and Chemistry Precinct, Manning Road, Bentley.

About the role
The Records Officer will be a part of the Forensic Science Special Project team assisting in appraising, arranging, and cataloguing a variety of hard-copy archival and long-term temporary records.
The successful applicant will have sound knowledge of State Records Act and Standards, records/information management practices and systems. Good attention to detail is required.
Please refer to the attached Job Description Form. 
This is a full time or part time opportunity for three months with the possibility of extension.
Employment Requirements

To be eligible for a fixed-term appointment, it is essential to have documentary evidence of your entitlement to live and work in Australia for the period of the contract. 

Prior to commencement, applicants must have a current National Police Clearance and pass a Fit for Work (drug and alcohol) test.
How to apply

Please submit a brief (two pages maximum) resume along with a copy of your academic records via email to: hr@chemcentre.wa.gov.au with the subject line: Application for Records Officer.
For further information please contact Human Resources via email to: hr@chemcentre.wa.gov.au or telephone (08) 9422 9800 during normal business hours. 

CLOSING DATE: Friday 18th July 2025 by 4:00 PM.

