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JOB DESCRIPTION FORM
Laboratory Administrative Support Officer (CC020212)
Level 3
Scientific Services Division (SSD)
REPORTING RELATIONSHIPS
	Responsible to:
	Director Scientific Services Division 

	This position:
	Laboratory Administrative Support Officer

	Direct reports:
	Nil


ABOUT CHEMCENTRE
ChemCentre provides high quality, independent chemical information, applied research, expert advice, emergency incident support, and complex analytical services to government agencies, industry and research groups, based on core skills in chemistry, recognised at national and international levels.
To achieve our Vision of being Western Australia’s leading provider of specialised chemical and forensic science services, we are committed to providing a workplace culture driven and shaped by our Values.  Our staff are expected to demonstrate a commitment to our Values of:
	TECHNICAL EXCELLENCE
	We advocate for technical excellence and use excellent science to inform and improve everything we do.

	INNOVATION
	[bookmark: _Hlk198644091]Through method development, and targeted, collaborative research and development we continually seek to improve our science.

	INTEGRITY
	We strive to operate ethically, sustainably, safely and with integrity in all we undertake.

	RESPECT
	We respect our clients, our staff and the responsibilities we are charged with.


We have adopted the Building Leadership Impact initiative which provides a comprehensive and integrated approach for positive leadership change across the public sector. Leadership Expectations provides a common understanding of the expected behaviours and associated mindsets in different leadership contexts to support the professional development and growth of our staff.  The leadership context of this position is Personal Leadership.
ABOUT THIS POSITION
As part of a team, the Laboratory Administrator Support Officer engages with internal and external stakeholders to ensure that the administrative tasks required to operate the laboratory are carried out in a sustainable and proactive manner. Using their administrative knowledge, they will endeavor to improve these processes for the benefit of ChemCentre and SSD.
[bookmark: _Hlk213840852]Reporting to the Director SSD, this position provides administrative, secretarial and office management service or support to SSD staff and its clients. This position will support the day-to-day functions of SSD.


KEY RESPONSIBILITIES
ADMINISTRATION
Provides comprehensive Divisional administrative and secretarial support to the Director, managers and SSD staff, working proactively to ensure consistency of administrative processes.
Coordinates responses to Internal and External correspondence within SSD and assists the Communications team, as required.
Responsible for support services for SSD meetings and conferences and coordinates client meetings, site visits and other engagement activities, as required.
Coordinates the day-to-day activities relevant to effective recordkeeping for the Laboratory to ensure compliance with standards and regulations. Organises archiving of files to and from offsite storage.
Identifies and promotes administrative improvements that support the ongoing development of SSD.
Responds to routine client enquiries (phone, email and in‑person) and triages requests to the appropriate scientific or administrative staff.
Works with Business and Corporate Services (BCS) staff to ensure administrative processes are efficient and transparent.
Responsible for monthly Community Service Obligations (CSO) claims registration in LIMS.
Liaises with the Quality and Communications team to keep the SSD intranet page up to date.
Assists with scientific presentations and publications, as required. 
Provides relief support for the other Laboratory Administrator, Reception, Executive Assistant and Client Liaison Officer roles, as required. 
FINANCIAL
Uses the SSD Laboratory Information Management System (LIMS) to ensure costs are applied correctly and allocated accordingly.
Coordinates invoicing and vendor management for internal and external groups within the Laboratory.  
Reports on financials throughout the month, checking that costs are correct and allocated to the correct cost code.
Creates new accounts, validates and generates invoices within the Financial Information Management System.
Arranges quotations, raises purchase requisitions and purchases orders for consumables and catalogue items, and follows up outstanding purchases with suppliers. Approves expenditure as an incurring officer up to $20,000. 
Receipts goods and services in the spreadsheet, particularly for laboratory stores and equipment maintenance. Reviews, collates and reconciles credit cards transactions.
Maintains monthly records of hours spent/resources committed to CSO activities and Emergency Response hours.
Liaises with ER team to ensure monthly HEAT Roster and Emergency Response pays are correct and forwarded appropriately. 
Supports the Client Liaison Officer by assisting with cost verification, invoicing queries and purchase order status updates for client jobs.
Assists with tracking quoted versus invoiced work where required to support accurate client billing.
Assists with client-related administrative processes including documentation, invoicing follow‑up and data entry.


CORPORATE
Adheres to the Public Sector Code of Ethics; ChemCentre's Values and Code of Conduct, including reporting wrongdoing; the principles and practices related to equal opportunity, diversity and inclusion; and all applicable legislation, policies and procedures.
Actively participates in the performance development program and completes all mandatory training applicable to the role.
Takes all reasonable care for the health, safety and wellbeing of self and others by complying and cooperating with work health and safety legislation, policies and procedures.
OTHER
Undertakes other duties as directed in accordance with strategic objectives, business plans, workload priorities, and performance management plans.
WORK-RELATED REQUIREMENTS (SELECTION CRITERIA)
Able to demonstrate the following selection criteria which are applied in the context of the key responsibilities of the position and our Values:
ESSENTIAL
1. Demonstrated experience providing a high level of secretarial and/or administrative support with the ability to maintain a high level of confidentiality and discretion.
2. Well-developed interpersonal and communication skills, with the ability to produce accurate written correspondence and communicate effectively in a team environment with people at all levels, including the general public. 
3. Well-developed analytical and problem-solving skills, with a proactive approach to addressing challenges.
4. Proficiency in Microsoft Office and the ability to use other software, databases and/or information management systems. 
5. Demonstrated organisational skills including attention to detail, with the ability to manage competing priorities, multiple tasks and meet deadlines effectively with minimal supervision. 
Desirable 
1. Experience in providing administrative support within a scientific or laboratory setting. 
2. It will be an advantage to have previous experience in records management functions and/or preparing scientific reports.


ELIGIBILITY FOR APPOINTMENT
Appointment is subject to a satisfactory:
National Police Clearance (not less than three months old).
Fitness for work assessment via Alcohol and Drug testing.
Proof of identity, including the right to work in Australia.
OTHER SPECIAL REQUIREMENTS
A buccal swab for the DNA elimination database may be required.
Participation in ChemCentre’s Hepatitis Immunisation Program.
ADMINISTRATION DETAILS
	Award:
	Public Service Award 1992

	Agreement:
	Public Sector CSA Agreement 2024 (and its replacement)

	Location:
	Bentley
	Criteria Progression:
	No

	Approved by:
	Director Scientific Services Division 

	Effective Date:
	March 2026
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