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	WESTERN AUSTRALIA POLICE

POSITION DESCRIPTION




	POSITION DETAILS


	Position Description Number:

Generic 355

	Position Title:

Asset Officer

	Rank/Level/Band

Level 2

	Region/Portfolio/Directorate:

Business Information Services (BIS)
	Award/Agreement:

Current PSA, PSGOGA and Agency Specific Agreement 


	District/Branch:

BIS Projects & BIS Infrastructure Operations
	Location/Suburb:

Maylands


	Sub-district/Section:

Communications Infrastructure Program Office & Radio & Electronic Services Unit (RESU)
	Registered Copy Date:

Novemberr 2016


	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

Undertakes the activities associated with managing assets and equipment related to the Police Radio Network and other radio and electronics equipment.  Undertakes the process of recording of assets and equipment onto electronic databases and registers and maintains store areas, including receipt and despatch of goods system.. Provides advice to other branches and sections during asset audits.  




               ___________________________________________________________________

REPORTING RELATIONSHIPS

THIS POSITION REPORTS TO:
Title:





Rank/Level/Band: 

Supervisor, Support Services


Level 3

_______________________________

THIS POSITION





_______________________________

POSITIONS REPORTING TO THIS POSITION:

Title:





Rank/Level/Band:

Nil 
Total number of positions under control: Nil

Direct:


Indirect:  

Budget Managed:
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 (WA Police).  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 WORK Unit

 The Communications Infrastructure Program (CIP) forms part of Business Technology and is accountable for the delivery and support of communication and information assets, systems, technology and enabling processes aligned to WA Police’s strategic outcomes and operational imperatives.
The Radio & Electronic Services Unit’s primary role is the provision of voice radio, mobile data and automatic vehicle location (AVL) systems and general electronics support for Western Australia Police. The unit develops and maintains these systems to mission critical standards. RESU also provides direct operational support by deploying specialised field facilities for contingency policing operations.
KEY RELATIONSHIPS
Internal contacts of the position include all areas within WA Police. External contacts include other public sector agencies and private enterprise.

Decision making role

The position has the capacity to make recommendations relating to equipment management initiatives. The incumbent operates within well established policies and procedures. The incumbent has the capacity to establish and manage systems for asset and equipment management and make decisions relating to the content, design and layout of information provided.
The incumbent has the discretion to make decisions on how to organise their own work teams.

The supervisor provides direction on task assignment and outcomes required.
___________________________________________________________________

ACCOUNTABILITIES/DUTIES

	
	Freq


	%

	1
EQUIPMENT MANAGEMENT


1.1
Develops and maintains various computerised registers, tracking mechanisms 
and databases to manage equipment and assets for Digital and Analogue radio 
and data networks.
1.2
Manages the integrity of asset and equipment data for reporting and audit 
requirements on all databases used.
1.3
Provides advice and direction to all WA Police stations/units on 
BAMR/handover/annual stock take documentation and asset tracking.
1.4
Maintains a consolidated schedule of key equipment activities and provides 
advice on their status.
1.5 Coordinates the collection of relevant documentation to support audit and accountability requirements and the regular audit/stock take checks of assets, equipment and registers. Undertakes for all communications assets in WA Police.
1.6
Monitors and reports on the status of assets and equipment as required held in 
RESU to ensure stock-levels are maintained.
1.7
Supervises the transfer of communication assets for the
radio and data networks 
to/from WA Police stations.
1.8
Upgrades portable radios via computer: Firmware and software upgrades as 
directed.
1.9
Identifies minor faults and repair as required on “in-country” radios.
1.10
Accurately barcodes equipment using the pentagraph engraver on asset items.
1.11
Monitors and recharges all batteries for the different types of radio assets held by 
WA Police.

1.12
Driving a forklift and moving and storing palletised equipment onto racks.

2 
LOGISTICS



2.1
Provides a postal and courier service to all sub-units of RESU with the 
distribution of logistics in support of communication networks.
2.2
Receipts and accounts for all packages and parcels into/out RESU.
2.3
Provides advice to country personnel on the correct methods and systems of 
moving stores when deployed.
3
COMMUNICATION
3.1
Liaises with or coordinates the liaison with areas having an interest in, or 
which will be impacted by, equipment delivery/movement.

3.2
Liaises with Strategic Asset Management Branch and Finance and Accounting Branch to ensure data uploads into WA Police databases are accurate and adhere to policy.
3.3
Liaises with external agencies and WA Police personnel at all levels as required.

3.4 
Facilitates timely and consistent responses to requests for information.

4
ADMINISTRATION
4.1
Updates asset databases for all assets held under the Business Unit’s control.

4.2
Provides financial advice on the buying contracts held by the Business Unit as 
required from enquiries by WA Police staff.
5
OTHER
5.1
Understands and complies with information security policies and procedures to 
ensure information holdings/systems are kept confidential and utilised accurately 
and reliably. 

5.2
Undertakes other duties as directed.
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	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
Written and verbal communication skills
	Preparing reports, correspondence, and briefing notes.  Participating in meetings. 

	
	

	2
Interpersonal skills
	Liaising effectively with internal and external stakeholders at all levels, team members and colleagues. Interacting with customers ensuring response times are effective and efficient.

	
	

	3
Organisational skills
	Managing and prioritising workload in order to meet deadlines and achieve outcomes.  Ability to manage large volumes of equipment/items. 

	
	

	4 Problem solving skills
5
Computer skills
	Researching identified issues and presenting possible solutions. Analysing and linking information from various sources.
Using word processing, internet etc. Developing and editing spreadsheets and databases. Accurate use of Asset Management systems.

	
	

	
	


___________________________________________________________________

CERTIFICATION
We have carefully reviewed this Position Description and are satisfied that it fully and accurately describes the WA Police requirements of the position.

	Certified By:


	Name and Signature


	
Date



	Senior Workforce Consultant

	Debbie Van Hamersveld
Workforce Design & Consultancy 

	             November 2016

	Portfolio/Directorate Head


	Shaun Barrett
Executive Manager
Radio and Electronic Services Unit
	             November 2016
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