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Job Description Form
Director Corporate Information

Position Details	
Position Number:		009240
Classification:		Level 8
Award:			Public Service Award
Agreement:			Public Sector Agreement
Organisational Unit:	Business Services / Information Services / Corporate Information
Location:			Perth Metropolitan Area
Classification Date:	
Effective Date:	February 2026

Reporting Relationships
This position reports to:
Chief Information Officer, 011898, Class 2

Positions under Direct Supervision:
This position supervises a 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.

Role Statement
As part of the Information Services (IS) Executive Leadership Team, the Director Corporate Information is responsible for leading and evolving Communities approach to information governance. 
This is Inclusive of records management and encompassing contemporary information and data stewardship, including digital information management, data governance, information release, and enabling government to responsibly unlock the value of its information assets.
A key focus of the role is navigating the opportunities and risks of digitisation, including AI-enablement, information security, and evolving community expectations around transparency and access to public records and government data. The role also performs a critical leadership, policy and change management function.
The position develops and ensures the strategic planning, analysis and design for how data and information needs are translated into fit-for-purpose digital solutions.
The role also provides leadership, oversight and governance for ‘digital transformation’ in how the Organisation captures, manages and uses corporate data and information throughout the lifecycle of Department’s projects, research and operations.
The position is responsible for supporting and driving opportunities to leverage data to provide more efficient outcomes, with a strong emphasis on the delivery of improved digital and information capabilities that underpin the Department’s strategic plan. 


Position Duties and Responsibilities

1.	Strategic Leadership and Change Management
1.1	Provides input into the development and implementation of the information systems’ plan as part of the Directorate’s Leadership Team ensuring it links to the Department’s strategic plan and the Public Sector reform agenda. 
1.2	Leads and facilitates the development and implementation of information management strategies, record keeping plans and the business classification scheme covering the corporate records and information lifecycle. 
1.3	Fosters a culture of excellence in customer service for corporate records and information services and develops the skills and capabilities of the team. 
1.4	Leads the provision of resources, expertise and guidance necessary to ensure the Departmental information is managed in accordance with the State Records Act 2000 and other Statutory obligations. 
1.5	Undertakes and leads change management activities in corporate information services to support and enable the integration of records and document management processes for the Department. 

2.	Corporate Information
2.1	Leads the development of policies, standards, guidelines and training packages for corporate information management which enable the Department to respond quickly, to deliver services, make decisions and take actions. 
2.2	Oversees the provision of specialist advice, expertise and training in corporate records and information Management across its lifecycle including capture, retention and disposal, release and leveraging. 
2.3	Promotes collaborative technologies, processes and behaviours which support the integration and digitisation of corporate records and information. 
2.4	Manages digital transformation initiatives and leads or undertakes complex, sensitive and/or difficult projects to enhance the Department’s management of corporate records and information. 


2.5	Develops and implements arrangements for the monitoring and review of service delivery to measure performance and compliance, particularly in the timeliness of attendance to Freedom of Information (FOI) requests, Subpoena requirements and other critical investigations and inquiries. 

3.	Relationship Management
3.1	Leads the development and implementation of a communication strategy to create awareness of policies and procedures for corporate records and information management. 
3.2	Promotes and enables collaborative and collegial working relationships with stakeholders to promote problem solving, teamwork and risk sharing. 
3.3	Seeks and obtains feedback from stakeholders to ensure advice and service provision meets their expectations. 
3.4	Represents the Department and Directorate in consultations and negotiations relating to the implementation and reporting of corporate records and information initiatives within the Department and with Government agencies, vendors, service providers and other relevant bodies. 



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.	Shapes and Manages Strategy
· By leading the development, implementation and delivery of records and information management services within an environment of change;
· By using highly developed conceptual, analytical and problem-solving skills to provide advice and recommendations for resolution. 
2.	Achieves Results
· By managing digital transformation initiatives and leading projects which support the integration, performance and timeliness of the Department’s corporate records and Information Management functions. 
3.	Builds Productive Relationships
· With key stakeholders, particularly vendors and service providers, through partnerships, collaboration, negotiation and cooperation, including leading and motivating team members and resolving conflicts. 
4.	Communicates and influences effectively
· Through the translation of technical information which enables others to understand the issues and participate in discussions to reach practical and business-focused outcomes. 
5.	Exemplifies personal integrity and self-awareness
· By exhibiting a strong commitment to accountability, impartiality, professionalism, customer service, personal development and actively supporting staff; 
· And demonstrated ability to model transparency, integrity and accountability. 
6.	Role Specific Requirement
· Applies extensive knowledge and understanding of issues, trends, legislation and technology affecting Government enterprise information management inclusive of release;
· And to provide comprehensive and credible advice and recommendations to better meet current and future records and information needs in a large and complex organisation. 


Essential Eligibility Requirements / Special Appointment Requirements

1.	Appointment is subject to a satisfactory Criminal Record Check conducted by the Department.
2.	Appointment is subject to a satisfactory Client and Child Protection Check. 
3.	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. This requirement continues for the duration of employment in this position and from time-to-time production of the licence may be required upon request by the Department. 

	Director Corporate Information, 009240, Level 8
	Page 2 of 9



image1.jpg
Jeaky  Government of Western Australia
1 @ Department of Communities
4

B





