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Job Description
Government Trainee
Level 1
	Position Number:    00036364	                              FTE:	                     1.0	    
Directorate:              Corporate                                Branch:                Human Resources 
Location:                  West Perth or Osborne Park   Position Status:  Temporary
Agreement/Award:	Public Service Award 1992
                                  Public Sector CSA Agreement 2024 or as replaced


	Reporting Relationships
Reports to:
Senior Human Resource Development Consultant, Level 6

Other officers reporting to the above office:
Human Resource Graduate Officer, Level 3

This Office – officers under direct responsibility:
No other reports


	[bookmark: _Hlk193449462]Key Role Statement  
The Trainee undertakes an employment-based training program to achieve a nationally recognised qualification with the Department of Training and Workforce Development. A variety of administration and office skills are learned on the job through a structured training plan to enable the Trainee to prepare for a career in the public sector. 


	Key Responsibilities
· Provides administrative and operational support to the branch.
· Operates office technology effectively to complete administrative tasks.
· Provides support for meetings and projects.
· Assists in ensuring delivery of quality products/services to internal and external customers.
· Participates in continuous improvement within the team.
· Works efficiently and effectively with people from diverse backgrounds and contributes to team activities.
· Undertakes training and learning responsibilities, in accordance with traineeship requirements.
· Contributes to workplace safety.
· Other duties as required in accordance with branch workload priorities.
Expected Leadership Behaviours  
The role occupant is expected to consciously adopt the behaviours and mindsets aligned to the position’s Personal Leadership context. The following outlines the key leadership behaviours in action pertinent to this position. 

· Lead collectively – You complete your work to a high standard and ensure information is accurate. 
· Embody the spirit of public service – You complete your work the right way by following workplace policies, and you ask for help and guidance if necessary.
· Lead adaptively – You participate in learning opportunities, reflect on your learnings and, with appropriate support, actively implement them.




___________________________________________________________________________________
Selection Criteria
Essential 
· The ability to work under direct supervision to meet timelines and priorities.
· The ability to communicate effectively with a wide range of people through the use of written, verbal and interpersonal skills.
· The ability to work within a team environment and a commitment to work with others to achieve positive outcomes.
· Demonstrated computer skills.

Other Requirements
· May be required to work from any Department worksite. 

	Values
Our values reflect the way we go about our work with our partners, stakeholders and each other.

· We find solutions, deliver and do things well. 
· We have integrity and courage. 
· We respect, trust and care for each other. 
· We know diversity makes us stronger.



CERTIFICATION
The details contained in this document are an accurate statement of the position’s responsibilities and requirements.

Branch Director:					

Name:		Michelle McArthur		           Position:   Assistant Director Human Resources

Delegated Authority:

Name:		Ross Davenport		                        Position:   A/Director Human Resources
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Transforming lives and communities, and enabling a thriving economy




