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Job Description Form
Senior Assessing Officer
(WWC & NDIS Screening)

Position Details	
Position Number:		Generic
Classification:		Specified Calling Level 2
Award:			Public Service Award
Agreement:			Public Sector Agreement
Organisational Unit:	Strategy and Partnerships / Regulation and Quality / Working with Children Screening / NDIS Worker Screening
Location:			Perth Metropolitan Area
Classification Date:	September 2021
Effective Date:	January 2026

Reporting Relationships
This position reports to:
Screening Team Leader, Specified Calling Level 3

Positions under Direct Supervision:
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.

About Strategy and Partnerships
Strategy and Partnerships undertakes strategic policy, partnerships and sector stewardship functions. Strategy and Partnerships is responsible for critical strategic policy projects across the Ministerial portfolio areas of child protection, prevention of family and domestic violence, women’s interests, homelessness, disability services, seniors and ageing, elder abuse, volunteering, youth, carers, early childhood and community services. 
The purpose of the Strategy and Partnerships division is to deliver better social, economic and cultural outcomes for individuals, families and communities by:
· developing high-level, long-term strategies across multiple portfolios in partnership with internal and external stakeholders to guide service delivery and investment decisions;
· leading the strategic management of key external partnerships to ensure Communities maximises opportunities, collaborates purposefully and communicates effectively;
· operating strategic policy units for identified priority areas that drive capability across Communities and the Western Australian Government, deliver guidance and strategic oversight to key portfolio matters, and are recognised widely for their expertise;
· delivering evidence-based policy and research to support sound decision making.

Role Statement
[bookmark: _Hlk69817884]This position is responsible for assessing applications in accordance with legislation, approved standards and delegations. Using knowledge of the dynamics of abuse and offender behaviour (as it relates to children and people with disability), the role is responsible for, undertaking forensic risk assessments of applicants identified as having criminal records and other concerning conduct that may pose a risk to children and/or people with disability. The role requires the application of high levels of conceptual and analytical skills to make recommendations and decisions regarding risk assessment outcomes.
The Senior Assessing Officer supports the team to ensure the development and maintenance of sound practice standards, so that quality decisions are being made within agreed timeframes and provides accurate advice to line management and key stakeholders.
This role will require exposure to confronting, offensive and potentially traumatic sensitive information. The Senior Assessing Officer will have the ability to personally manage this type of information and seek support in doing this if required. 



Position Duties and Responsibilities

1.	Assessment 
1.1	Processes and makes decisions on applications in accordance with legislation, approved standards and delegations. 
1.2	Undertakes behavioural risk assessments of applicants identified as having complex criminal record histories, including non-conviction charges and other concerning patterns of conduct relevant to potential harm to children and/or people with disability. 
1.3	Incorporates relevant evidence-based research and forensic criminogenic factors to inform complex risk assessments undertaken. This could include but not limited to court records and transcripts, professional assessment and treatment reports, child protection file records, reports from other agencies having involvement and applicant submissions. 
1.4	Consults with the Legal Officers, Screening Team Leader and Manager Screening and Assessment in making recommendations on complex assessments, as required. 
1.5	Liaises with applicants, child protection authorities and other professional service providers in dealing with information of a confidential and sensitive nature. 
1.6	Prepares comprehensive reports that reflect knowledge of the dynamics of abuse, offender conduct (as it relates to children and people with disability) and risk parameters to make quality recommendations supported by probative evidence regarding assessments. 

2.	Collaboration
2.1	Collaborates, as required, with other senior staff in allocating and prioritising work within the team. 
2.2	Provides support and advice to staff to ensure the development and maintenance of sound practice standards. 
2.3	Ensures quality assurance and improvement frameworks are applied so that quality decisions are being made within agreed timeframes. 
2.4	Assists with the training and supervision of team members as required. 



3.	Reporting and Advice
3.1	Assists in identifying system issues and provides advice to line management on improvements. 
3.2	Provides information updates about the Screening Unit that can be used in regular communication to clients. 
3.3	Prepares regular and ad hoc reports for line management as required. 
3.4	Provides accurate advice to line management and key stakeholders on the Screening Unit’s guidelines, procedures and operational issues. 
3.5	Seeks out literature and research relevant to the assessment of complex cases and makes this available in the mentoring of staff. 



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.	Tertiary qualification in social work, psychology (undergraduate degree or registered psychologist), sociology, anthropology, education, social sciences, or law. 
[bookmark: _Hlk61359964]2.	Significant knowledge of the dynamics of abuse and offender behaviour (as it relates to children and people with disability) and substantial experience in applying that knowledge to make decisions related to potential risk assessment. 
3.	Demonstrated high levels of conceptual and analytical skills with a capacity to apply legislation and procedural fairness in decision making. 
4.	Demonstrated advanced interpersonal, oral and written communication skills, including the ability to write comprehensive reports supported by probative evidence. 
5.	Good organisational skills, with the ability to manage priorities and meet deadlines. 

Desirable Work-Related Requirements (Selection Criteria)

1.	Knowledge and experience in working with people from Aboriginal and Torres Strait Islander or other culturally and linguistically diverse backgrounds. 

Essential Eligibility Requirements / Special Appointment Requirements

1.	Appointment is subject to a satisfactory Criminal Record Check conducted by the Department.
[bookmark: _Hlk33099187]2.	Appointment is subject to a Working with Children (WWC) Check or NDIS Check (dependent on Screening Unit). 
3.	Appointment is subject to a satisfactory Departmental Record Check. 
4.	Appointment is subject to a satisfactory Communities’ Employment Records Check. 
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