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JOB DESCRIPTION FORM
Records Officer (CC020188), Level 2
Human Resources and Information Services
Business and Corporate Services
REPORTING RELATIONSHIPS
	Responsible to:
	Records Management Officer

	This position:
	Records Officer

	Direct reports:
	Nil 


ABOUT CHEMCENTRE
We provide high quality, independent chemical information, applied research, expert advice, emergency incident support, and complex analytical services to government agencies, industry and research groups, based on core skills in chemistry which are recognised at national and international levels.
To achieve our Vision of being Western Australia’s leading provider of specialised chemical and forensic science services, we are committed to providing a workplace culture driven and shaped by our Values.  Our staff are expected to demonstrate a commitment to our Values of:
	TECHNICAL EXCELLENCE
	We advocate for technical excellence and use excellent science to inform and improve everything we do.

	INNOVATION
	[bookmark: _Hlk198644091]Through method development, and targeted, collaborative research and development we continually seek to improve our science.

	INTEGRITY
	We strive to operate ethically, sustainably, safely and with integrity in all we undertake.

	RESPECT
	We respect our clients, our staff and the responsibilities we are charged with.


We have adopted the Building Leadership Impact initiative which provides a comprehensive and integrated approach for positive leadership change across the public sector. Leadership Expectations provides a common understanding of the expected behaviours and associated mindsets in different leadership contexts to support the professional development and growth of our staff.  The leadership context of this position is Personal Leadership .
ABOUT THIS POSITION
The Records Officer will be part of the Forensic Science Special Project Team primarily responsible for appraising, arranging, and cataloguing a variety of hard-copy archival and long-term temporary records. The Records Officer will review and evaluate the material to determine its archival significance and then design and apply appropriate control systems to organise and describe the material.  Preservation of highly significant archival documents, including laboratory notebooks and registers, through digitalisation will also be undertaken by the position holder. 


KEY RESPONSIBILITIES
ARCHIVING PROJECT
Assess and evaluate records to determine archival significance. 
Conduct searches for records and information across various internal databases and external databases.
Organise records and documents in a way that allows easy retrieval, developing systems for others to use now and in the future.
[bookmark: _Hlk199236828]Prepare indexes, catalogues, and material descriptions according to recognised records and archives principles and standards including minimum metadata requirements.
Classify subject matter for the purpose of creating new records in the Electronic Document and Records Management System (EDRMS).
Convert significant material into digital format.
Process records for offsite storage or disposal in accordance with records management policies and procedures, including appraisal and sentencing of records, allocating correct retention and disposal schedule types, updating disposal statuses using EDRMS, and moving archive boxes of up to 16kg. 
CORPORATE
Adheres to the Public Sector Code of Ethics; ChemCentre's Values and Code of Conduct, including reporting wrongdoing; the principles and practices related to equal opportunity, diversity and inclusion; and all applicable legislation, policies and procedures.
Actively participates in the performance development program and completes all mandatory training applicable to the role.
Takes all reasonable care for the health, safety and wellbeing of yourself and others by complying and cooperating with work health and safety legislation, policies and procedures.
OTHER
Undertakes other duties as directed in accordance with strategic objectives, business plans, workload priorities, and performance management plans.


WORK-RELATED REQUIREMENTS (SELECTION CRITERIA)
Able to demonstrate the following selection criteria which are applied in the context of the key responsibilities of the position and our Values:
ESSENTIAL
1. Ability to analyse and determine records that are required to be preserved in accordance with relevant guidelines.
2. Sound knowledge of State Records Act and Standards, records/information management practices and systems.  
3. Good level of administration skills with attention to detail. 
4. Experience using information technology, including electronic records and document management systems and the Microsoft Office range of products.
5. Ability to handle sensitive information and maintain confidentiality at all times.
DESIRABLE
1. Ability to understand complex search strategies in relation to accessing older databases.
ELIGIBILITY FOR APPOINTMENT
Appointment is subject to a satisfactory:
National Police Clearance (not less than three months old).
Fitness for work assessment via alcohol and drug testing.
Proof of identity, including the right to work in Australia.
OTHER SPECIAL REQUIREMENTS
A buccal swab for the DNA elimination database may be required.
Participation in ChemCentre’s Hepatitis Immunisation Program.
ADMINISTRATION DETAILS
	Award:
	Public Service Award 1992

	Agreement:
	Public Sector CSA Agreement 2024 (and its replacement)

	Location:
	Bentley
	Criteria Progression:
	No

	Approved by:
	Manager Human Resources and Information Services

	Effective Date:
	June 2025
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