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Job Description Form
Ministerial Support Officer 

Position Details	
Position Number:		Generic
Classification:		Level 3
Award:			Public Service Award
Agreement:			Public Sector Agreement
Organisational Unit:	Office of the Director General / ODG Executive Services / Ministerial Liaison
Location:			Perth Metropolitan Area
Classification Date:	August 2018
Effective Date:	November 2025

Reporting Relationships
This position reports to:
Ministerial and Parliamentary Services Manager, Level 7

Positions under Direct Supervision:
This position has no subordinates.



About the Department
Communities provides person-centred, place-based support to the most vulnerable members of our Western Australian community. 
We work towards this goal through a range of functions and service delivery responsibilities, all of which are more impactful and effective when we work in partnership with families, communities, community sector services and Aboriginal Community Controlled Organisations (ACCOs).
At Communities, we are privileged to provide services and partner with others to keep children safe; provide vital community services, including in emergencies; address homelessness; prevent family and domestic violence; provide stewardship for the disability sector; regulate the early childhood and care sector; and manage the agenda for Women’s interests, youth, seniors and ageing, carers, and volunteering.
We are on a continuous journey to improve the way we work with our communities and partners across Western Australia. Everything we do is about creating ‘better lives together through people, place and home’ and working together to provide responsive services that build safe, inclusive and empowered communities.
We promote a diverse workforce and embrace a high standard of equal opportunity, health and safety, and ethical practice.
Join us and work in a role where you can make a real difference to the lives of children, families, individuals and communities throughout Western Australia.

Role Statement
The Ministerial Support Officer completes administration associated with the management of ministerial, parliamentary and executive enquiries referred by and to the Minister(s) Offices including loading, scanning, distributing, tracking and filing. 
The role assists the Director and Ministerial and Parliamentary Services Manager with the day-to-day operations of the portfolio. 


Position Duties and Responsibilities

1.	Administration Support
1.1	Uses the correspondence tracking database and other computer systems to load, scan, allocate and distribute ministerial, parliamentary and executive enquiries to Divisions across the Department. 
1.2	Maintains a register of Ministerial correspondence and advice. 
1.3	Uses these systems to proactively track, monitor and report on the status of enquiries. 
1.4	Collates information to assist with the drafting of responses as required and undertake word processing duties for the unit as directed, including drafting acknowledgement letters. 
1.5	Processes incoming and outgoing correspondence for the unit, including organising couriers when required. 
1.6	Checks ministerial and executive correspondence for professional presentation, spelling, grammar and ensures all documents are included in the correspondence package. 
1.7	Uses the records management system and tracking database to ensure records within the unit are efficiently recorded, named, filed and maintained. 
1.8	Responds to telephone/email inquiries from the Minister(s) Offices and Department staff in a timely manner. 
1.9	Prioritises and organises work within agreed standards and strict timeframes. 
1.10	Contributes to the identification, development and implementation of continuous improvement initiatives. 
1.11	Assists the Ministerial and Parliamentary Services Manager with the tracking database administration and management. 
1.12	Confidentially captures, stores, retrieves and presents information and knowledge for research and reporting purposes, using a range of software packages. 
1.13	Provides input into the development and implementation of systems and databases that monitor the status of ministerial, parliamentary and executive enquiries. 
1.14	Provides assistance to Department staff and contribute to the development of educational material regarding the tracking database, records management system and the ministerial, parliamentary and executive correspondence process and procedures. 

2.	Builds Productive Relationships
2.1	Works cooperatively and positively with Department staff, and staff from the Minister(s) offices. 
2.2	Develops and maintains positive working relationships with Departmental staff at all levels that have input in drafting ministerial, parliamentary and executive correspondence. 
2.3	Liaises with Departmental staff on various issues and recommend or seek advice for solutions. 
2.4	Works flexibility to manage conflicting timeframes, urgent requests and high work volumes. 

3.	Communicates and Influences Effectively
3.1	Understands the Department’s vision and direction. 
3.2	Engages in continuous learning and complete appropriate learning and development opportunities. 
3.3	Translates and delivers information to diverse audiences and adapts communication style to the audience and subject matter. 

4.	Exemplifies Personal Integrity and Self Awareness
4.1	Displays self-awareness, critically analyse own performance and demonstrate a strong commitment to learning and self-development, including embracing new challenges. 
4.2	Acknowledges and values individual differences and diversity. 



Corporate Responsibilities

1.	Exhibits accountability, professional integrity and respect consistent with Communities Values, the Code of Conduct, and the public sector Code of Ethics.
2.	Actively participates in the Communities performance development process and pursues professional development opportunities.
3	Participates in emergency or critical event response management duties as required.
4.	Undertakes other duties as required.

Work Health and Safety Responsibilities

All Employees (and Volunteers / Trainees / Contractors)
1.	Take reasonable care for your own health, safety and wellbeing at work, and that of others who may be affected by your actions or omissions; and comply and cooperate with safety and health policies, procedures and applicable legislated requirements.
Supervisors (if applicable)
2.	In addition to the Employees WHS responsibility, ensure as far as practicable, the health, safety and wellbeing of staff under your supervision through the provision of a safe workplace in accordance with health and safety legislation.


Essential Work-Related Requirements (Selection Criteria)

1.	Experience in coordinating and providing administrative support activities. 
2.	Good data entry skills with attention to detail to ensure the accurate entry of information into databases and other computer systems. 
3.	Good organisation and planning skills with the ability to meet strict timeframes, work under pressure, and organise and maintain a workload. 
4.	Well-developed written communication skills. 
5.	Well-developed interpersonal skills with the ability to liaise and consult with key stakeholders. 
6.	Ability to use Microsoft and record management systems. 
7.	Ability to work independently or with minimal supervision. 

Essential Eligibility Requirements / Special Appointment Requirements

1.	Appointment is subject to a satisfactory Criminal Record Check conducted by the Department.
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