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Role profile 

	Closing date:
	

	Contact for further information:
	Eric Boardman, Manager, Community Services and Planning and Partnerships.  Phone 4938 6581 eric.boardman@communities.qld.gov.au

	Title:
	Administration Officer

	Classification:
	A03

	Business unit:
	Community Services and Planning and Partnerships 

	Service area:
	Community Services Sport and Recreation, Central Queensland Region, Regional Service Delivery Operations

	Location:
	Rockhampton

	Salary per annum: 
	$52 132 - $58 132

	Employment type:   
	Perm – Full Time

	Job duration:
	

	Job ad reference no.:
	

	Specified or Identified:
	N/A

	Mandatory requirements:
	Drivers Licence 


In the Department of Communities you will have the opportunity to support our vision to deliver services that build fair, cohesive and vibrant Queensland communities.   

We aim to achieve this vision by providing integrated community services based on the values of client focus, collaboration, diversity, innovation and professional integrity.

Why join our team?
The Department of Communities will support you to build a challenging and rewarding career while maintaining a healthy work and life balance. You will enjoy a competitive salary, superannuation, salary packaging, flexible working hours, flexible leave options, a safe and healthy work environment and professional development. If you would like further information about our department visit our website at http://www.communities.qld.gov.au/
Role Scope
The Administration Officer, Community Services and Planning and Partnerships, is responsible for providing effective administrative support and assistance to officers within the regional Community Services and Planning and Partnerships Team. The Administration Officer will be responsible for undertaking tasks including human resource management, financial management, records management and other resource management as directed within the region’s Community Services and Planning and Partnerships Team.

Community Services and Planning and Partnerships Regional Service Delivery works in partnership with Community Participation – (Service Delivery Improvement and Support, Regional Service Delivery Operations) and the Community Partnerships (Community Participation Program) area to deliver client-focused, well-integrated and cost-effective activities as part of the Community Participation Program.

The role of Regional Service Delivery is to focus on facilitation and coordination to enable better client outcomes and is based on the following principles:
· Partnership formation and regional leadership to deliver Q2 target outcomes

· Cross sector service integration and coordination to improve service delivery

· Regional prevention and early intervention responses to meet client need
Principal responsibilities of this role
· Maintain effective systems and procedures to manage appointment diaries, records, travel and other administrative and human resource processes.

· Undertake administrative and human resource research activities and projects as directed by senior staff and support the implementation of management standards and policies such as achievement and capability planning, recruitment and selection, workplace health and safety and training and development.

· Undertake purchasing and financial payment responsibilities for the work unit, including procurement of goods and services and stock management of supplies.

· Provide general administrative support to the team in accordance with approved departmental guidelines including; coordinating executive correspondence, completing data entry and reporting on systems, day to day records management, sorting and distributing mail, and administering petty cash.

· Coordinate meetings conferences and other events as well as travel and accommodation for the work unit.

· Liaise with internal and external stakeholders including responding to general enquiries to support service delivery within the work unit. 

· Work as independently and as an effective team member to develop and maintain effective working relations within the unit and across government and non government sectors as required.

· Participate in achievement and capability processes and take responsibility for own learning requirements and development of individual work plans.

Working relationships in this role
The Administration Officer, Community Services and Planning and Partnerships reports to the Community Services and Planning and Partnerships Manager, Regional Service Delivery, Central Queensland Region.
Delegations

The position has nil financial delegations.
How will you be assessed for this Role?
The Department of Communities is seeking people who are capable of contributing to the organisation and the Queensland community across 5 core capabilities*:  

· Supports Strategic Direction 

· Achieves Results 

· Supports Productive Working Relationships 

· Displays Personal Drive and Integrity

· Communicates With Influence
Your suitability for this role will be assessed against these 5 core capabilities* as they relate to this role.  These are outlined below:
· Supports strategic direction – You understand the work environment, contributing to the development of plans, strategies and goals and draw on information from multiple sources to link your team and stakeholders with potential opportunities to improve service delivery.
· Achieves results – You contribute your own expertise and commit to achieving quality outcomes for stakeholders with potential opportunities to improve service delivery.
· Supports productive working relationships – You build and sustain positive relationships with a wide variety of people appreciating differing norms, protocols and needs in the community and you respond to changes in client needs and expectations.
· Displays personal drive and integrity – You act professionally at all times operating within the boundaries of organisational processes and protocols and represent the department with utmost professionalism in various forums.
· Communicates with influence – you communicate clearly, adapting your communication style to the context of the audience, listening and ensuring the views of others are understood so as to gain a full appreciation stakeholder needs and expectations.
*These capabilities are based on the Queensland Public Service (QPS) Capability and Leadership Framework (QPS CLF) and reflect QPS CLF levels 1 to 7.  The QPS CLF is available at 
http://www.psc.qld.gov.au/page/developing-people/capability-frameworks-and-providers/capability-leadership-framework.shtml
Applications may remain current for a specified period up to 12 months after the closing date for the receipt of applications for the original vacancy.
How to apply

Important: Applicants are required to read the ‘Important Information for Applicants’ document available on the ‘Careers’ section of our website at http://www.communities.qld.gov.au/gateway/about-us/careers/how-to-apply .
Applying online through the Smart jobs and careers website www.jobs.qld.gov.au is the preferred means to submit an application.  To do this, access the ‘apply online’ facility on the Smart jobs and careers website.  If you are not a registered user, you will need to create a ‘My SmartJob’ account before submitting your online application.
If you are unable to apply online please contact the Applications Processing Team on (07) 3006 7648, between 9.00am to 5pm Monday to Friday, to enquire about alternative arrangements.  
Approved by:

Delegate’s title
_____________________________
Unit
_____________________

Delegate’s name
_____________________________
Level 
_____________________

Signature

_____________________________
Date
_____________________
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