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Job Description Form
Department of Justice Purpose
To provide a safe, secure and decent corrective services which contribute to community safety and reduced offenders’ involvement in the justice system.

	Position Title
	Special Conditions

	Administration Assistant
	N/A

	Effective Date
	Position Number
	Level

	December 2013     
	000341
	Level 2

	Division
	Directorate
	Branch

	Adult Custodial     
	Custodial Operations
	Casuarina Prison


	Divisional Outcomes

	

	The outcomes of the Adult Custodial Portfolio are to reduce offending, protect the community and encourage offenders towards a law abiding lifestyle.  
The Portfolio is responsible for the management of government prisons as well as ensuring effective standards and relations with privately operated prison facilities through:

· Adult Custodial Operations; 

· Custodial Services; and

· Security and Intelligence.
In achieving these outcomes and outputs, community expectations, in particular victim concerns, are taken into account.        

	


	Directorate Outputs

	

	Custody and containment;

Care and well being;

Reparation; and

Development and reintegration.

	


	Branch Outputs

	

	Managing the Prison to ensure security and good order is maintained in line with its business plan, resource management budget and statutory requirements;

Managing the Prison to ensure the care, well being and developmental needs of prisoners are met;

Developing effective community and industry programs aimed at providing reparation to the community; and

Managing the delivery and encouraging prisoner participation in programs aimed at preventing re-offending.

	


	Role of the Position

	

	Casuarina Prison is situated approximately 40 klms from the CBD of Perth and is the State’s largest Maximum Security prison designed to hold sentenced prisoners of all classifications from across the state.  The Prison caters for adult male prisoners who have committed violent and/or other serious offences and who have long terms of imprisonment and are rated Maximum Security.  The Prison handles only male offenders, has a considerable budget and in the vicinity of 320 members of staff.
Casuarina is also the State facility for managing the small numbers of offenders who are extremely violent, predatory, disruptive or committed to escape from custody.  These prisoners are housed in the Special Handling Unit.  The facility also contains a comprehensively equipped Prison Infirmary and is responsible for the receival and medical clearance of prisoners released from community hospitals prior to their return to their respective facilities.
This position provides a high level of administrative and secretarial support to the Superintendent and Senior Management Team at the prison to assist with the efficient and effective operation of the prison. 

	


	Position Title
	Special Conditions

	Administration Assistant
	N/A

	Effective Date
	Position Number
	Level

	December 2013
	000341
	Level 2     

	Division
	Directorate
	Branch

	Adult Custodial     
	Custodial Operations
	Casuarina Prison


	Responsibilities of this Position

	

	Customer Service
Provides secretarial support to Senior Management and contributes to the smooth running of the work area by arranging and maintaining diary appointments and meetings/conferences, and advising appropriate personnel as required. Coordinates telephone enquiries and initiates appropriate action. Drafts, prepares, types and dispatches reports and other correspondence as required. Liaises with members of Prison Services, members of the Senior Executive Service, other departmental officers, public service agencies and members of the public as required. 
Team Work
Participates constructively and positively within workplace teams to achieve tasks. Relieves as required in the Personal Assistant position and other positions when needed. 
Policy and Procedures
Follows workplace policies and procedures to achieve tasks.

Service Delivery
Performs confidential word processing, spreadsheets and typing requirements for Senior Management, drafts and type’s internal memoranda and other correspondence for signature as required and dispatches reports, letters, internal memos, faxes, standing orders and other correspondence from written notes, dictation or shorthand notes.  Carries out photocopying, filing, mailing and sending facsimiles. Attends to Disciplinary Action and transcribes notes by Dictaphone and/or shorthand as instructed. Acts as minute taker at meetings when required
Information and Knowledge Management
Undertakes analysis and disseminates information on behalf of Senior Management and prepares notes as directed. Monitors movement of administrative files and maintains filing system. Develops and maintains recording management systems for Senior Management files and correspondence. Receives and coordinates correspondence and files, and collates reports from Senior Management as directed.

Policies and Procedures
Follows workplace policies and procedures to achieve task.

Cultural Change

Participates and contributes to a positive and innovative workplace environment.
Continuous Improvement

Participates in the identification of and applies opportunities for continuous improvement within the team to keep abreast of changes occurring within the working environment.
Ethical Behaviour
Demonstrates ethical behaviour in accordance with relevant standards, values and policies.   
Equity, Diversity and Occupational Safety and Health
Applies the principles of equity, diversity, Occupational safety and Health in the workplace and behaves in     accordance with relevant standards, values and policies.
Other

Other duties as directed.


	


	Position Title
	Special Conditions

	Administration Assistant
	N/A      

	Effective Date
	Position Number
	Level

	December 2013
	000341
	Level 2

	Division
	Directorate
	Branch

	Adult Custodial     
	Custodial Operations
	Casuarina Prison


	Work related requirements
(Selection Criteria)
	Context within which criteria will be applied and/or general standard expected

	Essential
	

	Time Management and Organisation
	The ability to prioritise, organise and complete tasks within set timeframes. Ability to use initiative to anticipate work requirements and take action without direct supervision.     

	
	

	Problem Solving
	The ability to develop effective solutions to identified problems to achieve positive outcomes. 

	
	

	Team Work     
	The ability to participate in work groups, establish and manage effective workplace relationships to achieve positive outcomes.

	
	

	Communication and Interpersonal
	Well developed written oral and interpersonal communication skills. The ability to remain polite, calm and diplomatic when faced with difficult customers.

	
	

	Computer Literacy and Keyboarding
	The ability to use computers effectively in an administrative setting, including accurate above average typing speeds and proficient word processing skills. The ability to perform numerous tasks utilising Microsoft packages including Word, Excel and Outlook.

	
	

	Confidentiality     
	The ability to work with confidential information.

	
	

	Desirable
	Knowledge of the Total Offender Management System (TOMS).

	
	Understanding of Occupational Safety and Health and Equal Employment Opportunity legislation. 

	

	(NOTE:  When applying for vacant positions, applicants are required to address the Work Related Requirements in the left-hand column only.  The context and standards only provide general guidelines within which the Work Related Requirements will be applied).


	Position Title
	Special Conditions

	Administration Assistant
	N/A      

	Effective Date
	Position Number
	Level

	December 2013     
	000341
	Level 2

	Division
	Directorate
	Branch

	Adult Custodial     
	Custodial Operations
	Casuarina Prison      


	Reporting Relationships

	

	
	Title
	

	
	Business Manager     
	

	
	Classification
	

	
	Level 7     
	

	
	
	

	
	Responsible to
	

	
	Title
	
	Other offices reporting to this office
	

	
	Manager Human Resources     
	
	Title and classification
	

	
	Classification
	
	Coordinator Human Resources            L3

Industries Administration Officer          L2

Clerical Officer                                      L1

2 x Clerical Relief Officer                      L1

Switchboard Operator Receptionist      L1

Visit Booking Officer                             L1


	

	
	Level 5
	
	
	

	
	
	
	
	

	
	Responsible to
	
	
	

	
	
	
	
	

	
	This office
	
	
	

	
	
	
	
	

	

	
	Offices under direct responsibility
	

	
	Title
	Classification
	Number of FTEs supervised and controlled
	

	
	Nil
     
	Nil
	0
	

	


	Location and Accommodation

	Location

	Casuarina Prison, 288 Orton Road, Casuarina, WA, 6966     

	Accommodation

	N/A     

	Allowances / Special Conditions

	

	The Contract of Employment specifies conditions relating to this position.

	


	Certification

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



	Delegated Authority Approval

	
	

	Signature
	

	
	      /       /      

	Date  fillin "Enter: Certification Date of this Job Description Form (dd/mm/yyyy) (Inclusion of this information is mandatory)" 
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