	Role Description 
Administration Support Officer
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	[bookmark: _GoBack]Cluster
	[bookmark: Cluster]Planning & Environment 

	[bookmark: DeptAgency]Agency
	[bookmark: Dept]Office of Environment & Heritage

	Division/Branch/Unit
	[bookmark: Branch]National Parks & Wildlife Service

	Location
	[bookmark: Location]Various

	Classification/Grade/Band
	[bookmark: Grade]Clerk General Scale Steps

	ANZSCO Code
	[bookmark: ANZSCO]TBA

	Role Number
	[bookmark: RoleNum]Generic

	PCAT Code
	[bookmark: PCAT]TBA

	Date of Approval
	[bookmark: Date]August 2016

	Agency Website
	www.environment.nsw.gov.au 


[bookmark: DeptAgency2]Agency overview
[bookmark: DeptOverview]The NSW Office of Environment and Heritage aims to enrich life in NSW by helping the community to conserve and enjoy our environment and heritage. For more information go to www.environment.nsw.gov.au.
Primary purpose of the role
Assists in the administrative activities of the work unit, provides customer services and acts as a point of contact for public enquiries.
[bookmark: Purpose]Key accountabilities
· Provide day to day administrative support to the office including; updating of registers and records management systems, support for preparation of correspondence and related documents, and support for organisation of meetings, community events and/or committees.
· Maintain bookings for organised groups and other members of the public for the use of accommodation, discovery activities and tours within the parks as required.
· Provide over the counter sales and advise supervisor when stores and equipment need ordering, managing cash handling and counter sales, and providing sales advice to the public; receipt revenue and undertake banking processes in accordance with the Public Finance and Audit Act.
· Provide information to external stakeholders including commercial operators and community groups on a wide variety of operations of the organisation, respond to telephone inquiries.
· Where applicable, assist with administration of wildlife licenses, commercial licensing and/or tenancy records
· Provide support for purchasing, maintenance and/or disposal of minor plant and equipment, stock and consumables and administrative support for fleet management and maintain local fleet records as required.
· Undertake, under supervision, administrative tasks that may involve processing of human resource, finance or information technology including basic data entry.
· Provide administrative and logistical support as required arising from the management of emergency situations such as bushfires and search and rescues.
[bookmark: Accountabilities]Key challenges
· [bookmark: Challenges]Ensuring timely support is provided to senior administrative staff and managers in all aspects of administration, financial management and customer service.
· Providing a public contact service including over the counter sales, maintenance of stock of saleable items, and where appropriate issuing of licences or other permits.
Key relationships
	Who
	Why

	[bookmark: InternalRelationships]Internal
	

	[bookmark: Start]Area Manager/Regional Administration Officer
	· Receive guidance and exchange information

	Advisory and Consultative Committees,
	· Contact and liaison (within the work unit) with coordinating meetings, agendas, transport and accommodation in support of these committees

	[bookmark: ExternalRelationships]External
	

	Park visitors, members of the public, potential commercial operators
	· Advises on a wide variety of aspects of the operation of the organisation in accordance with established procedures.



Role dimensions
Decision making
[bookmark: DecisionMaking]The Administration Support Officer works under supervision on allocated tasks and has some capacity to negotiate work flow, assists supervisor with routine tasks and procedures.
Reporting line
[bookmark: ReportingLine]The Administration Support Officer reports to an allocated Supervisor.
Direct reports
[bookmark: DirectReports]Nil.
Budget/Expenditure
[bookmark: Budget]Nil.
Essential requirements
Nil.
Capabilities for the role
The NSW Public Sector Capability Framework applies to all NSW public sector employees. The Capability Framework is available at www.psc.nsw.gov.au/capabilityframework


Capability summary
Below is the full list of capabilities and the level required for this role. The capabilities in bold are the focus capabilities for this role. Refer to the next section for further information about the focus capabilities.
	NSW Public Sector Capability Framework

	Capability Group
	Capability Name
	Level

	[bookmark: Resilience][image: ]
	Display Resilience and Courage
	[bookmark: Resilience_Level]Foundational

	[bookmark: Integrity]
	Act with Integrity
	[bookmark: Integrity_Level]Foundational

	[bookmark: Self]
	Manage Self
	[bookmark: Self_Level]Foundational

	[bookmark: Value]
	Value Diversity
	[bookmark: Value_Level]Foundational

	[bookmark: Comm][image: ]
	Communicate Effectively
	[bookmark: Comm_Level]Foundational

	[bookmark: CustServ]
	Commit to Customer Service
	[bookmark: CustServ_Level]Foundational

	[bookmark: Work_Col]
	Work Collaboratively
	[bookmark: Work_Col_Level]Foundational

	[bookmark: Negotiate]
	Influence and Negotiate
	[bookmark: Negotiate_Level]Foundational

	[bookmark: Deliver][image: ]
	Deliver Results
	[bookmark: Deliver_Level]Foundational

	[bookmark: Plan]
	Plan and Prioritise
	[bookmark: Plan_Level]Foundational

	[bookmark: Think]
	Think and Solve Problems
	[bookmark: Think_Level]Foundational

	[bookmark: Account]
	Demonstrate Accountability
	[bookmark: Account_Level]Foundational

	[bookmark: Fin][image: ]
	Finance
	[bookmark: Fin_Level]Foundational

	[bookmark: Tech]
	Technology
	[bookmark: Tech_Level]Foundational

	[bookmark: Procure]
	Procurement and Contract Management
	[bookmark: Procure_Level]Foundational

	[bookmark: Project]
	Project Management
	[bookmark: Project_Level]Foundational



Focus capabilities
The focus capabilities for the role are the capabilities in which occupants must demonstrate immediate competence. The behavioural indicators provide examples of the types of behaviours that would be expected at that level and should be reviewed in conjunction with the role’s key accountabilities.
	NSW Public Sector Capability Framework

	Group and Capability
	Level
	Behavioural Indicators

	[bookmark: Personal_Resilence_Found]Personal Attributes
Manage Self
	
Foundational
	· Be willing to develop and apply new skills 
· Show commitment to completing work activities effectively 
· Look for opportunities to learn from the feedback of others

	[bookmark: Personal_Resilence_Inter]Relationships
Communicate Effectively
	
Foundational
	· Speak at the right pace and volume for varied audiences 
· Allow others time to speak 
· Display active listening 
· Explain things clearly 
· Be aware of own body language and facial expressions 
· Write in a way that is logical and easy to follow

	[bookmark: Personal_Resilence_Adept]Results
Deliver Results
	
Foundational
	· Complete own work tasks under guidance, within set budgets, timeframes and standards 
· Take the initiative to progress own work 
· Identify resources needed to complete allocated work tasks 
· Seek clarification when unsure of work tasks

	[bookmark: Personal_Resilence_Adv]Business Enablers
Finance
	
Foundational
	· Understand that government services budgets are limited and must only be used for intended purposes 
· Appreciate the importance of accuracy and completeness in estimating costs as well as calculating and recording financial data and transactions 
· Be aware of financial delegation principles and processes 
· Understand compliance obligations related to using resources and recording financial transactions
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