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Job Description Form
Application Support Officer

Position Details	
Position Number:		018119
Classification:		Level 4
Award:			Public Service Award
Agreement:			Public Sector Agreement
Organisational Unit:	Business Services / Information Services / Technology / Business Applications
Location:			Perth Metropolitan Area
Classification Date:	
Effective Date:	April 2026

Reporting Relationships
This position reports to:
Manager Applications - Communities, 013757, 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 assisting business systems in the definition, design, technical architectures and appropriate solutions to meet the departments business objectives and technical requirements. 


Position Duties and Responsibilities

1.	Service Delivery
1.1	Provides second level user support by diagnosing and resolving reported incidents relating to Department systems and business application solutions and assists in facilitating third level support with software providers. 
1.2	Accurately records incidents, monitors and documents action plans, ensures their timely resolution and closes issues when the incidents are complete. 
1.3	Adheres to documented solutions for known issues to ensure consistency of service delivery to all stakeholders and documents and communicates solutions to new issues within the team. 
1.4	Assists in maintaining an accurate and current application register and service requests. 
1.5	Assists senior staff in the definition and design of appropriate and technical architecture solutions to meet business objectives and technical requirements. 
1.6	Assists in the delivery of secure and effective Power Platform, Dynamics 365, Azure and ‘.Net’ solutions and system architectures using industry best practices to meet business objectives and technical requirements. 
1.7	Prepares relevant specification documents including the design, integration, security and business requirements, along with outlining system handover details. 
1.8	Builds Software components and code which comply with the enterprise and application architectures and detailed design requirements. 
1.9	Liaises with the lead and/or Senior Developers to identify technical scope variations and provide estimates to implement these variations. 
1.10	Plans and conducts unit and system testing. 
1.11	Participates in the preparation of advice on effective ways to package technical solutions including where applications reside, capacity requirements, operating systems and other infrastructure tools and platforms needed to deliver services. 
1.12	Assists in the configuration and release management across business application developments. 
1.13	Assists in gap analysis. 
1.14	Assists in the resolution of application technical issues arising on a service request or during project involvement. 
1.15	Assists in the development and implementation of application design guidelines and standards. 

2.	Communication and Customer Service
2.1	Liaises with customers to identify, diagnose, and resolve business user needs within agreed times, while balancing existing work commitments. 
2.2	Provides a quality customer service to all customers, internal and external, that is accurate, efficient and professionally helpful and is consistent with legislative, procedural and Code of Conduct requirements. 
2.3	Ensures a best practice customer focus in relation to outcomes for business application development work. 

3.	Business Improvement
3.1	Keeps abreast of developments in the information management, information technology and the telecommunications arena. 
3.2	Contributes to the delivery, review and development of appropriate best practice policies and procedures for the business applications team. 



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 the delivery of complex, secure and reliable Web Applications within a large, diverse organisation using Dynamics 365, Microsoft Power Platform, DevOps, MS Azure, Micro Services Architecture. 
2.	Demonstrate a good working understanding of SQL and its use with complex normalised data and an ability to reconstruct information from such data. 
3.	Proven sound understanding of a System Lifecycle, software development methods and best practice. 
4.	Demonstrated effective interpersonal and communication skills with an emphasis on quality customer service, building and maintaining valuable working relationships. 
5.	Demonstrated ability to use initiative to resolve issues and problems, ensuring deadlines are met under minimal supervision. 
6.	Experience in the development and maintenance of technical procedures, manuals and documentation. 

Desirable Work-Related Requirements (Selection Criteria)
1.	Possession or substantial progress towards a relevant qualification or relevant equivalent experience. 
2.	Possession of relevant ICT Industry Certification. 
3.	Experience or knowledge of IT service management methodologies such as ITIL. 
4.	Some experience with programming languages such as .NET. 

Essential Eligibility Requirements / Special Appointment Requirements
1.	Appointment is subject to a satisfactory Criminal Record Check conducted by the Department.
2.	Candidates possessing international qualifications must provide assessment by the Overseas Qualification Assessment Unit (OQU) from Department of Workforce Development and Training WA or OQU assessment from another state for approval as an equivalent by the Executive Director, Department of Commerce. 
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