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	JOB DESCRIPTION
	

	Position Title
	Position Number
	Level

	Project Officer
	FPC3117646
	Level 3



OUR VISION

To be a leader in achieving an environmentally sustainable and commercially viable forest products industry providing economic and social benefits to the people of Western Australia.

POSITION OVERVIEW

	Position title

Project Officer – Ministerial and Document Controller  

	Effective date

15 January 2018
	Position number

FPC3117646
	Level

3

	Division

Operations 
	Branch

Business Services 
	Section



	Mode of appointment

Fixed Term
	Agreement

GOSAC Award, PSGO Agreement, FPC ASA
	Location

Kensington, WA 


Reporting relationships

	Title

 Executive Manager 
	
	

	
	
	

	(
	
	

	Responsible to
	
	

	(
	
	

	Title

 Ministerial Liaison Officer 
	(
	Other offices reporting directly to this office.

	
	
	Title
	Classification

	Classification

Level 8
	
	Senior Records Officer 
	Level 4


	(
	
	

	Responsible to
	
	

	THIS OFFICE
	
	

	(
	
	

	Officers under direct responsibility

	Title
	Level
	No. FTE’s Supervised

	Nil
	
	


	ROLE SUMMARY STATEMENT

	The Project Officer - Ministerial and Document Controller assists with the processing of Ministerial correspondence, supports the organisation’s audit requirements for controlled documents, the roll out of business systems and assists senior managers to meet project outcomes. 



CONTEXT AND SCOPE

	The Forest Products Commission is a Statutory Authority that manages the Government’s forest industry resources in relation to sustainable forest management, contract harvesting and sale of forest products.  The Forest Products Commission operates as a commercial business entity but also provides advice to and develops policy for government on issues relating to forest management, products and services.




ROLE

	· Ensures the capture of controlled documents is managed in accordance with audit requirements and the relationships between all documents are established.
· Maintains the quality assessment, approvals and review process for controlled documents to ensure quality and consistency, and uploads documents onto the intranet.
· Provides support for the processing of Ministerial correspondence. 

· Provides functional support to staff in the effective use of business systems including new processes and procedures.  
· Provides project support to business areas to meet project milestones, agreed outputs and reporting requirements.

· Assists in continuous improvement processes and systems. 
· Undertakes other duties as required. 
· Undertakes regional travel, including overnight stays as required.   



OUTCOMES

	1. Controlled documents are maintained to certified international environmental standards.
2. Improved quality and consistency of up to date published controlled documents.
3. Ministerial correspondence is dealt within prescribed timeframes.

4. Effective functional system is maintained with staff.  
5. Business areas are supported with strong analytical and problem-solving skills.



SELECTION CRITERIA

Applicants will be assessed on their capacity to meet the following criteria in the context and scope of the position.

	ESSENTIAL: 

1. Demonstrated experience providing effective project support and input into business systems and processes.
2. Sound verbal, written and interpersonal communication skills, including the ability to work effectively as part of a team.

3. A working knowledge of document control compliance as related to environmental standards.
4. Sound conceptual, analytical and problem-solving skills and the ability to use relevant software. 
5. Demonstrated strong organisational ability to prioritise tasks, manage workloads and meet deadlines.
6. C class drivers licence.



Applicants’ ability to demonstrate actions that are representative of the Commission’s values - Environmental responsibility, accountability, achievement, leadership, teamwork and employee fulfilment.
OTHER CONDITIONS
	POLICE CERTIFICATE
	· A National Police Certificate is required

· Overseas Police Certificates may be required


CERTIFICATION

The details contained in this document are an accurate statement of the duties, responsibilities and other requirements of the job.

	DIRECTOR
	GENERAL MANAGER or DELEGATE


	SIGNATURE:
	SIGNATURE:

	x
	x

	DATE:
	DATE:
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