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	WESTERN AUSTRALIA POLICE

POSITION DESCRIPTION




	POSITION DETAILS


	Position Description Number:

Generic 230

	Position Title:

Analyst Assistant

	Rank/Level/Band:
Level 3



	Region/Portfolio/Directorate:

Intelligence Portfolio
	Award/Agreement:

Current PSA, PSGOGA and Agency Specific Agreement 


	District/Branch:

Generic

	Location/Suburb:

May be required to work in various locations, dependant on work requirements



	Sub-district/Section

Generic

	Registered Copy Date:

June 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). Incumbent may due to operational business needs be required to undertake shift work, participate in an On Call Duty Roster and occasionally undertake national/international travel, as authorised by the delegated authority.


___________________________________________________________________

	POSITION OBJECTIVE

Contributes to the provision of accurate, timely and meaningful intelligence through assisting with the research, collection, collation, analysis and dissemination of information from all sources.  Liaises with internal and external agencies in order to assist Senior Intelligence Analysts identify crime trends and patterns and produce Intelligence Products.


               ________________________________________________________________

REPORTING RELATIONSHIPS

THIS POSITION REPORTS TO:
Title:





Rank/Level/Band:

Senior Intelligence Analyst  


Level 6


Or

Intelligence Analyst
  


Level 5 




_______________________________

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
The position’s key internal contacts include:  Intelligence Portfolio members; regional and district business units, particularly District Intelligence Units (DIUs) and Detective Offices.  

External to the agency, the position may be required to liaise with:  the Australian Federal Police; Australian Crime Commission; Corruption and Crime Commission; Australian Customs Service; Department of Immigration; and Department of Justice.  
Decision making role

The position has the authority to make decisions regarding research sources and methodology in accordance with outcomes required, timeframes and parameters within which the position operates. 
___________________________________________________________________

ACCOUNTABILITIES/DUTIES

	
	Freq


	%

	1
RESEARCH AND ANALYSIS
1.1
Undertakes appropriate and detailed research under the direction of the 
supervisor, including collection, collation and evaluation of information and 
intelligence in support of the production of intelligence products.

1.2
Provides dedicated research support to Intelligence Analysts and Intelligence 
Officers and undertakes basic data manipulation and graphical representation.

1.3
Accurately extracts crime and incident data from WA Police and partner 
databases. Presents results of research and data extraction in a timely and 
appropriate format.

1.4
Records all information and intelligence in accordance with current procedures and 
legislative requirements.
1.5
Liaises with local authorities, partner agencies and internal and external 
departments to obtain relevant data and share information.
1.6
Maintains an understanding and awareness of research techniques and tools.
1.7
Contributes and maintains intelligence holdings and ensures that relevant data is 
entered into appropriate analytical databases in a timely manner.
1.8
Maintains and contributes to information and data integrity.
1.9
Attends intelligence briefings as required.
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

	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. Deployment to certain areas will require NEGATIVE VETTING LEVEL 2.
The recommended applicant(s) must undertake psychological assessment in order to determine suitability for this position.
Job holder must undertake and successfully complete the Intelligence Analysis course.




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

	
	

	1
Communication (verbal and written) and Interpersonal skills.
	Liaising effectively with internal/external clients and stakeholders. High-level of customer service to deal with sensitive information and issues. Preparing reports and documents incorporating statistical, crime and intelligence data/information in a range of styles and formats.

	
	

	2
Research and evaluation skills.
	Researching, comparing and contrasting detailed information. Interpreting statistical and performance data/information, policies and procedures.

	
	

	3
Analytical and conceptual ability.
	Analysing and interpreting statistical and performance data, information and trends. Identifying the implications for the Agency.

	
	

	4
Organisation skills.
	Planning, prioritising and working towards the achievement of deadlines.

	
	

	5
Ability to work independently and as part of a team.

6
Knowledge of personal computers with the ability to develop databases and graphic displays.
	Sharing information and intelligence to achieve desired team and organisational goals. Ability to work with minimal supervision. Initiative. 
Developing and preparing documents and excel spreadsheets.  Developing and maintaining databases.  Presenting information, tables and charts etc to senior personnel.



	
	

	DESIRABLE WORK RELATED REQUIREMENTS
	

	
	

	7
Possession of or progression towards a relevant tertiary qualification.

	


___________________________________________________________________

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

	Certified By:


	Name and Signature


	
Date



	Senior Workplace Consultant

	Louise Middleton
Strategic HR

	             February 2015

	Branch/Division Head


	Mark Gilbert
Divisional Superintendent

Intelligence Services


	             February 2015
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