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Job Description Form
Administrative Officer (Intervention Support Service) 

Position Details
Position Number:		018488
Classification:		Level 3
Award:			Public Service Award
Agreement:			Public Sector Agreement
Organisational Unit:	Disability / Service Delivery Disability / Intervention Support Services 
Location:			Perth Metropolitan Area
Classification Date:	
Effective Date:	May 2026

Reporting Relationships
This position reports to:
Intervention Support Services Manager, 018487, 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
This position is responsible for the provision of efficient and effective administration support for a broad range of administrative functions relating to assets, finance, managing routine maintenance, supporting procurement processes and the analysis of operational data in support of the Intervention Support Services (ISS). This role will also prepare and coordinate staff Rosters, ensuring maximum financial efficiency and compliance with awards and agreements. 


Position Duties and Responsibilities

1.	Administrative and Management Support
1.1	Provides management with high level administrative support regarding all aspects of administration, operations, budget and resource management, including coordinating financial matters for ISS.
1.2	Assists with the collection, maintenance and analysis of operational data including family and staff contact details.
1.3	Applies knowledge of relevant legislative and organisational awards, agreements, policies, procedures and correspondence.
1.4	Monitors internal administrative systems to identify and execute changes and enhancement modifications in conjunction with the relevant Line Manager.
1.5	Assists in the preparation and monitoring of high-quality reports, discussion and briefing papers and submissions.
1.6	Assists with the collation of quality evaluation and audit requirements.
1.7      Prepares timely responses to general correspondence and provision of standard reports. 
1.8	Arranges meetings, forums or workshops for staff or external stakeholders, including organising access, venues, hospitality and travel and accommodation arrangements. 
1.9	Prepares agendas, minutes, action lists and other supporting documentation and ensures they are disseminated in a timely manner. 

2.	Operational Support
2.1	Undertakes project work as required, including information collation, presentation and identification of issues requiring coordination and follow up.
2.2	Liaises with other directorates within the Department to meet operational requirements.
2.3	Contributes to the performance reporting requirements for ISS as required.
2.4	Ensures effective and reliable information flows to and from staff, individuals, families and management.

3.	Rostering and Deployment Management
3.1	Prepares all staff rosters in consultation with relevant Managers, to ensure appropriate staffing levels are maintained and rosters meet industrial requirements as required. 
3.2	Prepares and manages rosters ensuring maximum financial efficiency and compliance with awards; procures shift cover; verifies and confirms rosters as worked; manages related human resource issues related to rosters (e.g. unexplained absences, assists with pay queries, records of TOIL (time off in lieu) accumulations and acquittals, leave cover and acquittals per approved leave schedule); and advises the relevant Manager of unaddressed anomalies, all within established and approved service parameters.
3.3	Identifies roster changes that are non-compliant with their respective awards and / or agreements and advises the relevant Manager of non-compliance and the need for action to address non-compliance or relevant approvals required for expenditure variance. 
3.4	Monitors staffing levels, identifies staffing shortages and in conjunction with rostering officers in other teams, procures relief staff to ensure staff coverage is maintained at agreed levels.
3.5	Reports variances from the published rosters based on electronic clocking or sign-on sheets data to appropriate Line Managers for verification of staff working hours.
3.6	Liaises with the relevant personnel regarding endorsed movements and deployments of Direct Care staff when required.
3.7	Liaises with the Human Resources (HR) Branch on salaries, awards, recruitment and other HR matters and ensures Human Resource administration is in accordance with public sector guidelines.

4.	Finance
4.1	Provides budgetary support to Senior Management and assists in the preparation of documents as required. 
4.2	Assists with the accounts payable and receivable function including overseeing operational costs. 
4.3	Processes reconciliations undertaking the analysis of financial variations regarding budget versus actual expenditure. 
4.4	Maintains private cash records for individuals residing within ISS properties.
4.5      Processes private cash payments and receipts for individuals.
4.6	Balances and reconciles private cash record to bank statements.
4.7	Produces private cash reports.



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.	Demonstrated experience in providing high level administrative support and a proven capacity to coordinate tasks, determine priorities, monitor workflows, and operate effectively as a member in a team environment to meet organisational goals.
2.	Effective communication and interpersonal skills, including the proven ability to liaise with senior management other government departments and people from all sections of the community. 
3.	Ability to analyse complex issues, undertake projects, prepare correspondence and handle enquires on behalf of senior management
4.	Knowledge and understanding of Rostering Management Systems, Industrial Awards and Agreements, current legislation and processes, and Work Health and Safety practices. 
5.	A working knowledge of computing, including word processing, email, spreadsheets and information storage and retrieval tools.

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 Working with Children (WWC) Check.
3.	Appointment is subject to a satisfactory Client and Child Protection Check.
4.	Appointment is subject to a satisfactory NDIS Worker Screening Check
5.	The occupant of this position must have the ability to travel to and work in various Department Offices in the Perth Metropolitan Area in response to organisational requirements
6.	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. 
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