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Job Description Form
Area Support Officer 

Position Details	
Position Number:		Generic
Classification:		Level 2
Award:			Public Service Award
Agreement:			Public Sector Agreement
Organisational Unit:	Disability/ Supported Community Living
Location:			Perth Metropolitan Area
Classification Date:	June 2017
Effective Date:	June 2026

Reporting Relationships
This position reports to:
Local Area Manager, Level 6
Local Area Supervisor, Level 4

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.

About the Disability Division
The Disability Division develops and delivers policy, programs and services that enhance the inclusion and participation of people with disability in communities across Western Australia. 
The Division works across portfolios and in partnership with key stakeholders locally and nationally to deliver the best outcomes for Western Australians living with disability, their families and carers. 
The Disability Division brings together policy, practice and strategy, to enhance the inclusion and participation of Western Australians with disability by playing a key role in contributing to national disability policy, and provider and practice reforms led by the Australian Government. This includes, but is not limited to, National Disability Insurance Scheme (NDIS) reform. 
As well as guiding the vision of an inclusive Western Australia, the Division is putting it into practice through a significant service delivery stream, including oversight of supported community living, intensive service support services and the disability justice program. 
The Division’s role includes stewardship of many functions, including: 
· NDIS reform (policy and program design, implementation, and oversight) 
· NDIS Bilateral Agreement Negotiations with the Commonwealth 
· Disability Royal Commission (implementation and oversight)
· Authorisation of Restrictive Practices policy implementation 
· Neurodevelopmental Assessment Team
· Legislative reform
· ACROD/Companion Card 
· Disability Access & Inclusion Plans
· Disability Reform Ministers Council (DRMC)
· A West Australian for Everyone – State Disability Strategy 2020-2030

Role Statement
This position is responsible for preparing and managing rosters of shift working staff who support people with disability living in residential settings as delivered by the Supported Community Living program. 
The role is also responsible for procuring shift covers and verifying and confirming rosters as worked, to ensure maximum financial efficiency and compliance with awards. 
In addition, the role manages human resource issues related to rosters and advises the Local Area Manager (LAM) of unaddressed anomalies. 



Position Duties and Responsibilities

1.	Deployment Management 
1.1	Prepares and manages rosters for the Supported Community Living Program 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, second level pay queries, records of TOIL accumulations and acquittals, leave cover and acquittals per Local Area Managers approved leave schedule); and advises the Local Area Manager (LAM) of unaddressed anomalies, all within established and approved service parameters. 
1.2	Prepares all Rosters of shift working staff in consultation with relevant supervisors and managers (Local Area Supervisors and/or Local Area Managers), ensuring that appropriate staffing levels are maintained. 
1.3	Identifies Roster changes that are non-compliant with their respective awards and/or agreements and advises the relevant supervisors and managers of non-compliance and the need for action to address non-compliance or relevant approvals required for expenditure variance. 
1.4	Monitors staffing levels, identifies staffing shortages and, in conjunction with Regional After-Hours Support Officers (RASOs), procures relief staff to ensure staff coverage is maintained in the area facilities at the agreed levels. 
1.5	Reports variances from the published roster based on electronic clocking or sign-on sheets data to appropriate Line Managers for verification of staff working hours. 
1.6	Confirms rosters as worked so that workers can be paid electronically. 
[bookmark: _Hlk143087396]1.7	Records and reports related human resource issues such as TOIL accruals and acquittals; pay queries; unexplained absences from work where approvals and documentation are required (e.g., sick leave and leave); and leave accruals and acquittals, in consultation with the relevant supervisors and managers. 
1.8	Liaises with the relevant supervisors and managers, regarding cross-area endorsed movements and deployments of staff and casuals when required. 
1.9	Informs and regularly updates RASOs on area profiles, rosters and roster changes as approved by relevant supervisors and managers. 
1.10	Contributes to and assists with contract renewals, in conjunction with Rostering Officers and relevant supervisors and managers. 

2.	Training 
2.1	Supports training other area staff in system requirements. 
2.2	Assists with the training and buddying of new and relief Area Support Officers (ASOs) in collaboration with relevant Rostering Systems Officers. 
2.3	Participates in ongoing personal development and work skills Improvement programs to ensure a consistent high standard of support to ASOs, Systems Officers, RASOs and relevant Human Resources staff and consultants. 
2.4	Shares relieving duties with other ASOs in the team. 

3.	Administration and Other Duties
3.1	Ensures that disaster records are continuously up-dated so that the area can function without electronic systems. 
3.2	Ensures that relevant deployment records are stored and maintained in relevant paper and electronic formats, e.g., rosters forms, staff contact details; staff induction records; copies of relevant Industrial Awards and interpretations; TOIL accruals and acquittals; leave accruals and acquittals. 
3.3	Ensures effective and reliable information flows to and from staff regarding rostering and Human Resource management in accordance with standard processes. 
3.4	Responds to enquiries from area staff on ASO related issues and re-directs them as appropriate (e.g. Pay queries that the Local Area Supervisor has not been able to directly resolve). 
3.5	Participates in the ongoing improvement of work skills to enable a high standard of service. 
3.6	Adheres to the National Disability Insurance Scheme Code of Conduct and policies and procedures. 


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.	An understanding of Service Delivery systems for people with a disability, including the impact of gaps in rosters and staff provision on these service systems. 
2.	Knowledge and understanding of Industrial Awards and Agreements, EEO principles and WHS principles applicable to the various categories of employees, including rostering. 
3.	A working knowledge of computing, including word processing, email, spreadsheets and information storage and retrieval tools. 
4.	Good written, oral and interpersonal skills. 
5.	An ability to set goals and manage a variety of tasks and competing priorities. 

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 NDIS Worker Screening Check. 
3.	The ability to complete the NDIS Workers Orientation module training within 3 months of commencement in the role (unless already held). 
4.	Appointment is subject to a satisfactory Client and Child Protection 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. 
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