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Job Description Form
ERS Business Services Officer 

Position Details	
Position Number:		019169
Classification:		Level 5
Award:			Public Service Award
Agreement:			Public Sector Agreement
Organisational Unit:	Business Services / Emergency Relief and Support / 
ERS – Strategy and Capability and Business Services
Location:			Perth Metropolitan Area
Classification Date:	September 2023
Effective Date:	April 2026

Reporting Relationships
This position reports to:
Coordinator Business Support, 019167, Level 6

Positions under Direct Supervision:
[bookmark: _Hlk135820368]This position may supervise a small team.


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.

[bookmark: _Hlk125896025]About Emergency Relief & Support
[bookmark: _Hlk142312577]The purpose of the Emergency Relief and Support Directorate (ERS) is to reduce the immediate and long-term impact of emergencies on people and communities. Under the WA State Emergency Management arrangements, the Department of Communities (Communities) is the prescribed support organisation responsible for providing and coordinating emergency relief and support services in respect of an emergency arising from any of the 28 hazards prescribed in legislation. 
ERS supports the strength and resilience of people and communities by working in partnership to plan and prepare for emergencies and coordinates immediate and long-term support for people in the response and recovery phase of emergencies. 


Role Statement
This position is part of the ERS Business Services team. Reporting to the Coordinator Business Support, it plays a key role in supporting the Business Support functions of the Directorate, including finance, HR and workforce management, logistics, administration, and knowledge and information management.
The ERS Business Services Officer is responsible for the day-to-day management and maintenance of the Directorate’s online tools and resources. This includes the ERS Publishing Site on Communities’ intranet, which provides resources and information about ERS to the broader Department, and the ERS Collaboration Site, which serves as a central point of collaboration, information, and document sharing for ERS staff. Additionally, the ERS Business Services Officer is responsible for ensuring the effective use of Microsoft productivity applications, such as MS Teams, to support ERS operations and incident management.
The ERS Business Services Officer works collaboratively across the Directorate to identify and respond to business improvement opportunities that support the overall effectiveness of ERS operations.



Position Duties and Responsibilities

1.	Business and Administration 
1.1	Provides administrative support and advice to the Coordinator Business Support and other business unit managers to support the successful achievement of Directorate outcomes.  
1.2	Works collaboratively with business services functions throughout the Department to ensure transactions and processses are compliant and fit-for-purpose. 		 
1.3	Contributes to the development, implementation and continuous improvement of relevant procedures, templates, and tools, and ensures adherence with appropriate governance methodology, frameworks, and standards.
1.4	Supports the coordination of the Directorate’s human resource activities, in liaison with the Coordinator Business Support and in accordance with relevant policies and processes.

2.	Knowledge Management 
2.1	Leads the development and maintenance of ERS Directorate process documentation, such as work instructions and quick reference guides.
2.2	Manages the day-to-day service delivery of the Directorate’s intranet sites and online content. 
2.3	Ensures effective consultation and liaison with relevant stakeholders on the development and implementation of online information and services.
2.4	Promotes the use of knowledge management tools to maximise online collaboration and information sharing across the directorate

3.	Business Improvement
3.1	Participates in the research, planning and development of business improvement initiatives.
3.2	Works collaboratively across the directorate to implement business improvement initiatives and anticipates opportunities to enhance Directorate operations.

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 a high pressure, agile environment, including but not limited to emergency and support environments. Respond in a positive and flexible manner to change and uncertainty.
2. Sound organisational and coordination skills with the ability to deliver to agreed timeframes.
3. Sound conceptual, research, analytical and problem-solving skills, with the ability to identify risks & issues and bring about resolutions to achieve continuous improvement.
4. Well-developed communication, interpersonal, written and negotiation skills, with the ability to build and maintain effective relationships with internal and external stakeholders.  
5. Demonstrated experience in developing, managing and maintaining online content. 

Desirable Work-Related Requirements (Selection Criteria)
1.	Completion of, or progress towards, relevant tertiary qualification.
2.	Experience working in an emergency management and business services environment.
3. 	Demonstrated ability to coordinate and engage in a culturally appropriate manner with stakeholders through various engagement mechanisms.

Essential Eligibility Requirements / Special Appointment Requirements 
1. 	Appointment is subject to a satisfactory Criminal Record Check conducted by the Communities. 
2.	Possession of a current Western Australian 'C' or 'C-A' Class Driver’s Licence or equivalent, and the ability to travel in response to organisational needs.
 
3.	Ability to successfully complete "Apply First Aid" and “Mental Health First Aid” course (unless already held) during business hours 

4.	ERS is an emergency services function, and all employees of the Directorate may be required to work business hours or outside of normal business hours to assist with emergencies inclusive of on call rosters as required which may include a changing roster involving a mix of morning, afternoon and overnights shifts rostered across Monday to Sunday in response to an Emergency.   
 
5.	Willing to undertake travel with minimal assistance to regional or remote locations, including various modes a travel some include, travel off-road, aircraft, light aircraft, and involving overnight or short stays and camping.  
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