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Department of Culture and the Arts


State Library of Western Australia
               Government of Western Australia 

Position Description

	JOB TITLE:
               Graduate Officer 

CLASSIFICATION: 
Level 2
	POSITION NUMBER:
12515, 12516, 12517, 12518
AWARD: 
Public Service Award – PSGA  
	 DIRECTORATE: 
 Various according to Graduate   

TEAM:                      Program schedule

	REPORTS TO

Graduate Coordinator (and line manager on day-to-day basis)
	POSITIONS REPORTING TO THIS POSITION

Nil

	PRIMARY PURPOSE OF POSITION

To provide an opportunity for graduates to experience all aspects of work in the State Library of Western Australia, as well as to support day-to-day operations by providing services to clients.

	CONTEXT

The State Library of Western Australia seeks to enrich the lives of Western Australians by enabling access to resources for information, learning, enterprise and recreation; and collecting and preserving our social and documentary heritage for current and future generations.

The Client Services Directorate is responsible for direct service provision to State Library customers including library and information, fee paying and outreach services.

The Resource Services Directorate is responsible for the procurement, processing, storage, preservation, management and exchange of the State Library collections.  These collections include those purchased for, distributed, exchanged and used by the 240 public libraries throughout Western Australia.

The Strategic and Corporate Services Directorate leads and manages support services to the organisation in the areas of Digital and Technology services, compliance and risk management, marketing and communications, records management, facilities and venue hire.  Finance and human resources are provided in conjunction with the Department of Culture and the Arts and the Office of Shared Services.

	KEY ACCOUNTABILITIES

1. Participate in a structured program involving placements within the State Library which may include: 

a. Provides customer focused information enquiry service, including face-to-face, telephone, written and virtual.

b. Contributes content to State Library websites.

c. Participates in Acquisition activities at all levels as required.

d. Participates in activities relating to the management, shelving and retrieval of library resources.
2. Contributes within graduate specialist areas to the efficient operations of the State Library.

	3. Participates in the planning, coordination and implementation of special projects.

4. Contributes to a positive team environment
5. Contributes towards meeting team and State Library objectives and outcomes.

6. Develops and documents procedures to ensure best practice in team workflows. 

7. Provides customer focused service.

8. Participates in the planning and development of team workplans.

Compliance and Legislative Knowledge

· Comply with Department of Culture and the Arts and State Library Code of Conduct, policies and procedures and relevant appropriate legislation; and

· Meet Occupational Safety and Health, equal opportunity and other legislative requirements in accordance with the parameters of the position.


	KEY RELATIONSHIPS / INTERACTIONS

1. Other staff across the State Library

2. Public Library Staff

3. Clients and other visitors to the State Library

4. External partners and clients


	POSITION CRITERIA 

Essential 

1. Relevant tertiary qualification  OR 
       Eligibility for Library Technician membership of the Australian Library and  

              Information Association.

2. Knowledge of current developments and trends in information technology including social media. 

3. Sound interpersonal and communication skills; demonstrated commitment to client focused service. 

4. Proven ability to work flexibly and cooperatively to solve problems and achieve team goals. 

5. Demonstrated computer skills, including Microsoft Office software and the internet, plus the ability to use a range of library related technology including databases and web-based resources. 

6. Enthusiasm, initiative and personal drive, including an interest in learning new tasks.

7. Innovative thinking and problem solving skills.



	KEY CHALLENGES

1. Continuing to develop professional competencies. 

2. Developing and maintaining a good working relationships and being flexible with new ways of working.

3. Ensuring that safe work practices are maintained at all times.


	

	SPECIAL CONDITIONS

1. Required to work rostered hours for a 7-day per week operation including evenings and weekends.

2. Required to have a flexible approach to hours of work to support the needs of the project, some out of hours work may be required.

3. Positions requires a Police Clearance 
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