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	TITLE
Administration Assistant
	RANK/LEVEL/BAND
Level 2
	POSITION NO.

Generic 57
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	WESTERN AUSTRALIA POLICE

POSITION DESCRIPTION




	POSITION DETAILS


	Position Description Number:

Generic 57

	Position Title:

Administration Assistant
	Rank/Level/Band

Level 2 


	Region/Portfolio/Directorate:

Various
	Award/Agreement:

Current PSA, PSGOGA and Agency Specific Agreement 


	District/Branch:

Various
	Location/Suburb:



	Sub-district/Section:

Various

	Registered Copy Date:

December 2017

	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

Provides general secretarial, administrative, human resource and records management support to ensure the efficient and effective operation of the Unit.



               ___________________________________________________________________
REPORTING RELATIONSHIPS

THIS POSITION REPORTS TO:
Title:





Rank/Level/Band: 

Assistant Director / Manager / OIC

Various


_______________________________

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

WA Police is the State’s principal law enforcement agency, responsible for the largest police jurisdiction in the world and services a growing population of approximately 2 million. WA Police provides services to the community in maintaining public order; the protection of life and property; the prevention, detection and prosecution of crime; and the rendering of assistance to those in need. 
This position is found in a number of work units across the Agency.  
KEY RELATIONSHIPS
Internally, the position liaises with WA Police personnel at various levels regarding administrative tasks and problems.  Externally, the position liaises with service providers, staff from other government departments and members of the public (in a reception role). 
Decision making role

The incumbent makes decisions regarding the processing of files and correspondence and the development of appropriate records management systems in accordance with WA Police policies and legislation. The incumbent also makes decisions, within agreed parameters and Agency guidelines, on the purchase and storage of stationery and office supplies, the acquisition of assets and non-asset items and the organisation of accommodation fit-outs.
___________________________________________________________________

ACCOUNTABILITIES/DUTIES

	
	Freq


	%

	1 FINANCE
1.1
Researches and compiles general financial information, as requested.
1.2
Assists with the administration of the Unit’s financial functions by preparing 
accounts for payment and maintaining Cabcharge vouchers and petty cash.
1.3
Assists in coordination of the Good Governance Practice Guide procedures.                                                  
2 
HUMAN RESOURCES
2.1
Researches and compiles general human resource information as requested.

2.2
Assists with the administration of the Unit’s human resource functions by 
maintaining: WA Police project resourcing models, TOIL, leave rosters and leave 
liability records, coordinating EOI files, FTE reconciliation, training records.

3 
RECORDS MANAGEMENT


3.1
Develops and maintains the Unit’s records management system in accordance with 
WA Police policies and legislation.
3.2 
Develops and maintains a library and reference system for the Unit.
4
ASSET MANAGEMENT                          
4.1
Undertakes the administration of the Unit’s physical asset function, including asset 
audits and maintenance of records on the RMIS.

4.2 
Assists with the development of short and long term asset management plans.

4.3
Assists with the development of accommodation specifications and arranges for 
works to be undertaken.

5 
ADMINISTRATION
5.1
Provides secretarial and administrative support to staff within the Unit and makes 
recommendations to improve administration functions within the Unit.
5.2
Provides a high level of customer service by ensuring telephone inquiries and 
visitors are received and assisted in a professional manner.

5.3 
Co-ordinates and prepares draft responses to correspondence as requested.

5.4
Undertakes general research, analyses findings and prepares reports and 
statistical information on issues as directed.
5.5
Assists with computer server back up procedures.
6 
OTHER
6.1
Understands and complies with information security policies and procedures to 
ensure information holdings/systems are kept confidential and utilised accurately 
and reliably. 

6.2
Undertakes other duties as directed.
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	FREQUENCY: D = Daily, W = Weekly, R = Regularly, O = Occasionally, A = Annually
	
	


WORK RELATED REQUIREMENTS
Positions in the following work areas are required to comply with the designated specialist pre-requisite;
· Counter Terrorism & Emergency Response
· Internal Affairs 

· Organised Crime Squad
	SPECIALIST PRE-REQUISITE(S)



	It is a requirement that the position holder is successful in obtaining and maintaining a NEGATIVE VETTING LEVEL 1 security clearance for the duration of their appointment in the position.



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

	
	

	1
Communication skills.
	Answering queries and providing quality customer service. Preparing correspondence and written reports.

	
	

	2
Interpersonal skills.
	Liaising with personnel at all levels.  Participating as a team member.

	
	

	3
Organisational skills.
	Managing and prioritising own workload to meet deadlines.  Organising diaries and meetings.

	
	

	4
Computer skills.
	Using word processing (the internet etc), developing spreadsheets, databases.

	
	

	5
Knowledge of records management policies and practices.
	Creating and maintaining filing systems and retention and disposal schedules/procedures in accordance with relevant legislation.

	6
Administration and Financial support skills.
	Working in an office environment, responding to administrative requests efficiently and effectively and demonstrating a customer focus.  Ensuring expenditure is processed in accordance with the Financial Management Act and Treasurer’s Instructions.




___________________________________________________________________

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



	Workforce Consultant (Design)

	Helen Mashiah
Workforce Design & Consultancy

	             December 2017

	Branch/Division Head


	Debbie Van Hamersveld
Executive Manager
Workforce Design & Consultancy

	             December 2017


OFFICE USE ONLY

Classification Review Date:  August 2002
-  Page 1  -
-  Page 4  -

