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	WESTERN AUSTRALIA POLICE
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	POSITION DETAILS


	Position Description Number:

Generic 110


	Position Title:

Officer

	Rank/Classification:

Level 1

	Region/Portfolio/Directorate:

North & South Metropolitan Regions 
Regional Western Australia

	Award/Agreement:

Current PSA, PSGOGA and Agency Specific Agreement

	District/Branch:


	Location:

Various


	Sub-district/Section:

Police Station

	Registered Copy Date:

24 July 2013

	Working Conditions/Special Allowances:
Normally day shift, Monday to Friday, however, the position may be required to work outside normal hours for operational reasons in accordance with the relevant Industrial Agreement(s).




___________________________________________________________________

	POSITION OBJECTIVE

Contributes to the effective and efficient operation of the Police Station through the provision of a quality support service.



___________________________________________________________________

REPORTING RELATIONSHIPS

THIS POSITION REPORTS TO:
Title:




Rank/Classification: 

Officer in Charge


Inspector or Senior Sergeant or Sergeant or Sen.Constable

_______________________________

THIS POSITION
_______________________________

POSITIONS REPORTING TO THIS POSITION:

Title:




Rank/Classification:

Nil     
Total number of positions under control:
Nil

Direct:


Indirect:

Budget:
Nil

________________________________________________________________

ORGANISATIONAL VALUES

MISSION

To enhance the quality of life and well-being of all people in Western Australia by contributing to making our State a safe and secure place.

VALUES

The foundation of our values and service philosophy are six non-negotiable principles of conduct, behaviour and practices that are expected of everyone in the Western Australia Police (WAPOL).  These are honesty, empathy, respect, openness, fairness and accountability.
The Western Australia Police promote a workplace that is discrimination free, is fair and equitable, values diversity and provides for a safe and healthy working environment.  In accordance with the organisation’s professional standards and Code of Conduct the Agency advocates a high level of ethics and integrity by all employees.
Role of Unit

The State of Western Australia has been divided into two metropolitan/country policing regions – the Metropolitan Region and Regional Western Australia.  Each region is further divided into districts and sub-districts (ie. police stations).  Regional Commanders manage all aspects of a region’s development and are primarily responsible for establishing and maintaining a professional policing service to the community in keeping with the WAPOL strategic intentions.  District Superintendents, in partnership with the community, are required to provide effective and efficient delivery of the three operational policing responsibilities, namely: tackling crime and keeping the community safe in line with the Annual Business Plan.

KEY RELATIONSHIP
The support service provided by the position does not encompass provision of a customer service role at the station counter or more complex administrative duties.  The position can attend at the counter for relief purposes however it must be supervised by or have access to a police officer or Customer Service Officer, Level 2 who can assist with all non-routine matters.
The position’s primary internal contacts are police station and district personnel and external to the agency the position may receive incoming telephone calls from members of the public and other government, business and community organisations.  The position may also have contact with visitors attending the station for business purposes. 
Decision making role

The position is responsible for ensuring the provision of a quality and accurate support service to the OIC and station staff and for dealing with all incoming calls to the station in a professional manner.  The position is not required to resolve or make judgements on non-routine customer enquiries/matters and can determine who the appropriate officer is for referral of an enquiry. 
The position exercises discretion with respect to accessing and disseminating information maintained on police computer systems in accordance with relevant police policies, procedures and protocols.

___________________________________________________________________

ACCOUNTABILITIES/DUTIES

	
	Freq


	%

	1
ADMINISTRATION
1.1
Provides a wide ranging support service to police station personnel by attending to 
tasks such as typing/word processing etc. 

1.2
Provides data entry support and updates and accesses computer systems to 
provide information to police officers.

1.3
Provides a switchboard service for the station including referral of requests for 
police assistance to the appropriate police officer.
1.4
Prepares accounts for payment and maintains records of expenditure.   Receives 
and banks monies.
1.5
Compiles statistical returns.
1.6
Maintains office equipment and arranges repairs and/or replacement.
1.7
Monitors stationary and stores and orders supplies.

1.8
Attends to filing and the movement of files on the Global File Tracking (GFT) 
System.

1.9
Receives, sorts and distributes incoming mail and organises outgoing mail.

1.10
Operates and conveys information on the police radio. 

1.11
Assists with the receival of found, stolen or seized property and ensures it is 
accurately recorded, labelled and stored.
1.12
Assists with security administration issues such as identification cards for visitors, 
proximity cards, escorts, monitoring computer security systems and ensuring mail is 
scanned for potential hazards. 

1.13
Advises the Officer in Charge and/or other officers of any relevant issues arising 
during the course of duty.
2
OTHER

2.1
Understands and complies with information security policies and procedures to 
ensure information holdings/systems are kept confidential and utilised accurately 
and reliably.
2.2
Undertakes other duties as directed.

	D

D

O
	95
5

	FREQUENCY: D = Daily, W = Weekly, R = Regularly, O = Occasionally, A = Annually
	
	


WORK RELATED REQUIREMENTS
ABLE TO DEMONSTRATE:
	Essential WORK RELATED REQUIREMENTS
	Context within which work related requirements will be applied and/or general standard expected.

	
	

	1
Oral and written communication skills.
	Conveying information & preparing correspondence.

	
	

	2
Ability to work effectively in a team environment.
	Providing a support service to assist in the achievement of team goals.

	
	

	3
Interpersonal skills.
	Dealing with all people in a professional and courteous manner.

	
	

	4
Computer skills.
	Providing support in data entry, word processing and extracting information. 

	
	

	DESIRABLE WORK RELATED REQUIREMENTS
	

	
	

	5
Ability in an office support role.
	Assisting with police station clerical, asset and financial needs.

	
	

	
	

	
	


___________________________________________________________________

CERTIFICATION
We have carefully reviewed this Position Description and are satisfied that it fully and accurately describes the Western Australia Police Service’s requirements of the position.

	Certified By:
	Name and Signature


	Date



	Workplace Consultant


	Martine Dimond
Workplace Relations Branch


	24 July 2013

	Branch/Division Head


	Dianne Hopkinson
Principal Workplace Consultant

	24 July 2013


OFFICE USE ONLY

Classification Review Date: January 2005
POLICE STAFF POSITIONS IN POLICE STATIONS

INFORMATION FOR OFFICERS IN CHARGE

· RISK MANAGEMENT (DUTY OF CARE)

The Western Australia Police has a duty of care to ensure the safety of all its employees at all times.

In some instances, police staff have expressed concern over their safety while working at police stations.  This has usually occurred where staff have been left alone in police stations.

To ensure that the safety of police staff is not compromised, Officers in Charge should assess the immediate risk and take appropriate action.  This should be done on each and every occasion when police staff are to be left on their own.

In assessing the risk the Officer in Charge may take any of the following courses of action:

1. Leave the station open.

(However, it cannot be expected that Level 1 Officers provide front counter service.  If the doors are not closed but later the police staff member feels insecure, intimidated or threatened, the station should be closed and the Police Operations Centre (POC) informed for metropolitan stations and the District Office informed for country stations.  The POC or District Office should then arrange for a police officer to return to the station.)

2. Close the police station to the public and have police staff  remain.

(Although not attending to the front counter, a Level 1 Officer would continue to answer telephone enquiries, monitor police radios, etc).

3. Close the police station and direct police staff to vacate the premises.

(This would only occur in exceptional circumstances).

· OTHER DUTIES AS DIRECTED

The term “Undertakes other duties as directed” on PD’s is intended to allow Officers in Charge the opportunity to request tasks not specifically mentioned to be performed, however, these tasks are still within the realm of Level 1 responsibilities.  This clause is intended for occasional use and should constitute no more than 5% of the total duties of the position.

If duties requested by Officers in Charge under this clause begin to form a significant and regular part of the Officer’s responsibilities, then it is recommended that the position be reviewed as it may not be appropriate for the duties to be carried out by the officer.

Should you require assistance with this issue please contact the Workplace Relations Branch on (08) 9268 7809.
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