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Senior Information Management Officer, Level 3 (MPC99013) June 2026
	Division: State Services
	Reports to:
Coordinator Information Management

	Directorate Branch: 
Information and Technology
	Supervises: 0

	Location: West Perth
	OSCA Code: 


Our vision is to lead a connected government that delivers a brighter future for Western Australians. 
The Department of the Premier and Cabinet (DPC) is a central agency, leading the public sector by providing whole-of-Government advice and supporting both the Premier and Cabinet in their service to the WA community. 
Our divisions consist of State Services, Delivery and Policy, Aboriginal Engagement and Native Title, Office of the Coordinator General, Office of Digital Government and the Office of Defence Industries.
[bookmark: _Hlk125896025]Our values, Leadership, Connection and Impact, underpin the way we work. 
Our Values of Leadership, Connection and Impact, underpin the way we work and guide us as we achieve our strategic priorities. By demonstrating professionalism, courage and integrity, our collective efforts working with the public sector and throughout the community enable us to deliver high quality outcomes that improve the lives of Western Australians
About the Directorate/Branch
The Information and Technology (I&T) unit provides core ICT services and support to the Department, Premier and Cabinet, Parliamentary Electorate Officers, and client agencies.
About the Role and Responsibilities
Core Services
· Liaises with clients and responds to complex client enquiries ensuring a quality and timely customer service
· Provides support and advice to clients on information management (archives and recordkeeping) practices and systems, primarily Content Manager (TRIM).
· Liaises with other parties such as professional contractors and statutory bodies to ensure continuous quality and timely services to clients.
· Provides clients support by training and educating service areas in the use of information management (archives and recordkeeping) systems and practices.


Information Management
· Identifies, classifies and captures records into approved recordkeeping systems in accordance with approved procedures according to best practices and regulatory environment.
· Contributes to the development and maintenance of information management (archives and recordkeeping) systems to best practice standards.
· Assists with maintaining and implementing recordkeeping plan documentation such as the Classification Scheme, File Plan, Data Entry Conventions, and Disposal Authorities etc.
· Contributes to and completes information management (archives and recordkeeping) projects with minimal supervision.
· Compiles statistics and produces reports from information management (archives and recordkeeping) systems.
· Assists in monitoring workflow and ensuring quality assurance practices are maintained.
· Assists in research and discovery of information for FOI, projects and client requests.
Other
· Works with branch staff, trainees or temps allocating tasks and monitoring outputs.
· Identifies own training and development needs.
· Suitably able to perform physical work, including regularly moving archive boxes up to 15 kilograms.
· Other duties as directed.
Corporate Responsibilities
· Contributes to the achievement of corporate objectives by ensuring that stakeholders are dealt with in a professional and timely manner.
· Exhibits accountability, professional integrity and respect consistent with DPC Values, the Code of Conduct, and the public sector Code of Ethics.
· Takes reasonable care to protect your own safety and health at work, and that of others by co-operating with the safety and health policies and procedures of the Department and complying with all provisions of the Work Health and Safety Act 2020
· Undertakes other duties as required.
Building Leadership Impact
We consider all our people are leaders and aim to build the impact of their leadership in our important work for the sector and community. As such we expect all our people to adopt the expected behaviours and associated mindsets outlined in Building Leadership Impact and described fully in Leadership Expectations. The leadership context of this position is Personal Leadership and there are opportunities for professional development and growth.

Work Related Capabilities (Selection Criteria)
1. Knowledge of information management (archives and recordkeeping) practices and regulation.
2. Experience in delivering of a range of information management (archives and recordkeeping) services, including using recordkeeping systems
3. Good interpersonal and communication skills both written and oral, with particular focus on delivering a quality customer service.
4. Developed analytical skills, including the ability to research documents, gather statistics and report results.
5. Suitably able to perform physical work, including regularly moving boxes of up to 15 kilograms
Employment Conditions
For permanent appointments you must also be eligible to live and work in Australia indefinitely. Employees engaged on fixed term appointments will require a valid work visa for the duration of their contract.
Appointments are also subject to a 100-point identification check and satisfactory Criminal Records Screening Clearance.
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