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Job Description Form
Systems Administrator 

Position Details	
Position Number:		013683
Classification:		Level 5
Award:			Public Service Award
Agreement:			Public Sector Agreement
Organisational Unit:	Strategy and Partnerships/ Legal Services / Legal Practice Management 
Location:			Perth Metropolitan Area
Classification Date:	
Effective Date:	March 2026

Reporting Relationships
This position reports to:
Knowledge and Systems Manager, 011721, 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
The Systems Administrator is responsible for providing high level technical support, problem resolution and advice to users of the Legal Practice Management System and coordinating user requests for changes and enhancements. 
The role undertakes planning, designing, documenting, implementing, and maintaining the test UAT, and production environment changes and bug fixes, including identifying training needs of system users and developing and delivering training programs and help resources. 
The position provides the data, reports, and analysis required by the Legal and Business Services Managers for the management, review, accountability, and ongoing development of the Legal and Business Service. 

Position Duties and Responsibilities

1.	Business Activity
1.1	Provides high level technical support, problem resolution and advice to users of the Legal Practice Management System and coordinating user requests for changes and enhancements. 
1.2	Plans, designs, documents, implements, and maintains the test, User Acceptance Testing (UAT), and production environment. 
1.3	Undertakes initial testing of developer products and coordinates UATs. 
1.4	Undertakes database administration function. 
1.5	Evaluates and advises on hardware and software products. 
1.6	Manages and contributes to modifications and enhancements to the Legal Practice Management System to meet changing operational and reporting needs. 
1.7	Activates disaster recovery procedures. 
1.8	Ensures that standard application documentation is developed and maintained. 
1.9	Manages or commissions information projects to deliver the outcomes of the work unit plan. 

2.	Planning and Reporting 
2.1	Monitors and reports on the functioning of the Legal Practice Management System and identifies, prioritises, and addresses emerging demands. 
2.2	Contributes to identification of data to be collected and the design of information collection processes. 
2.3	Assures the quality of data to be used for monitoring and evaluative purposes and ensures data is properly stored, accessible, and auditable. 
2.4	Provides data and reports and analysis required by the Legal and Business Services Managers for the management, review, accountability, and ongoing development of the Legal and Business Service. 
2.5	Ensures reporting and advice is within the prescribed framework, meets departmental standards and:
· is timely, accurate and comprehensive;
· identifies all risks and recommends actions to address them. 

3.	Training
3.1	Identifies the training needs of system users and develops and delivers training programs and help resources. 
3.2	Provides advice to internal customers and contractors on existing service delivery issues and assists in the integration of service provision. 

4.	Stakeholders and Customer Service
4.1	Develops and maintains key stakeholder relationships. 
4.2	Liaises with end users, stakeholders, contractors, and developers to resolve system problems and maintain business continuity in line with departmental policies. 
4.3	Applies quality management and process continuous improvement principles to all activities under direct control. 
4.4	Ensures a quality customer service is provided at all times. 



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.	Demonstrated knowledge and experience in systems monitoring and administration, and database management, and sound application of relevant Information systems technology. 
2.	Demonstrated conceptual, analytical and problem solving skills and the application of these to provision of reports and advice, as well as the management of relevant projects. 
3.	Demonstrated effective Interpersonal and communication skills, including capacity to maintain internal and external customer relationships and provide advice and training to system users. 
4.	Experience in the development and maintenance of technical procedures, manuals and documentation. 

Desirable Work-Related Requirements (Selection Criteria)

1.	Experience in Report Writing using SQL reporting or similar tools such as Power BI and Power Query.
2.	Certified Salesforce Administrator or knowledge, and experience in supporting users, of applications built on the Salesforce Platform. 
3.	Knowledge and understanding of ITIL fundamentals and service support and delivery. 
4.	Possession of relevant ICT Industry certification. 

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 Client and Child Protection Check. 
3.	Appointment is subject to a satisfactory Communities’ Employment Records Check. 
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