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	Role description for Administration Officer 

	Branch
	Office of the Public Guardian
	Division
	Legal, Advocacy and Investigations
	Unit
	Legal, Advocacy and Investigations

	Location
	Brisbane
	Closing date:
	Tuesday, 16 July 2024
	Vacancy ref
	QLD/575670/24

	Classification
	AO3
	Salary per fortnight
	$2,836.30 - $3,147.20
	Salary per annum
	$73,997 - $82,108

	Type of vacancy
	Temporary until 31 December 2024 with possibility of extension

	Flexible work options
	Flexible full-time
	Full-time hours. Flexible work options are up for discussion
	Full-time

	Contact Name
	Samantha Shipman
	Title 
	Manager Investigations
	Telephone
	07 3738 9479


The Department of Justice and Attorney-General (DJAG)
DJAG’s vision is to deliver ‘Justice for all’ through safe, fair and responsible communities.  We provide integrated criminal, civil and community justice services supported by a commitment to accessibility, timeliness, responsiveness and value.
We are committed to building a culture that respects and promotes human rights, inclusion and diversity. Our agency and employees consider relevant human rights so that our actions and decisions are compatible with those rights. Human rights, inclusion and diversity are integral to Our Charter, plans, policies, practices and procedures and what it means to be a DJAG employee. 

DJAG currently employs 3800 dedicated staff who are highly capable, demonstrate integrity and respect and foster trust and collaboration. As an employer we have a strong focus on creating a safe, healthy, diverse and inclusive workplace that represents the community we serve and empowers our people to realise their potential. 

About the Office of the Public Guardian

The Office of the Public Guardian (OPG) is an independent statutory office established to protect the rights, interests and wellbeing of adults with impaired decision-making capacity, and children and young people in the child protection system and those accommodated in disability services, Authorised Mental Health Services, residential health services and youth detention centres. 
The purpose of OPG is to advocate for our clients’ human rights. 

· For children and young people clients, this means advocating for their rights, access to

services and where appropriate, their independence and choice by ensuring their views and wishes are considered when decisions are made.

· For adults, this means advocating for their rights, appropriate access to services, independence and choice as part of a supported decision-making model and human rights framework.

· Advocacy means understanding the lives and views of our clients with the aim of promoting and protecting their human rights Advocacy can mean working to prevent or address discrimination, abuse or neglect. Advocacy does not mean taking over a client’s life or problems. Advocacy does not mean taking over other government agencies or services providers’ roles and responsibilities.
The Public Guardian Act 2014 and Guardianship and Administration Act 2000 set out the OPG’s legislative functions, obligations and powers.

About the Role 
The purpose of the position is to provide administrative support to legal officers and investigators across all teams in the Legal, Advocacy and Investigations business unit. 

Key Responsibilities 
· Provide required administrative support to Legal, Advocacy and Investigations, as directed and required, including dealing with diary management, phone calls, processing electronic mailboxes, correspondence, and delivering high quality word processing in a high-pressure legal environment.

· Maintain appropriate confidentiality in a highly sensitive service delivery environment.

· Maintain an efficient and up-to-date filing and retrieval system, including file creation, file maintenance, maintenance of office databases and data entry.

· Maintain all corporate responsibilities related to purchasing, personnel and finance including arranging travel, organising conferences and any associated claims processes.

· Actively participate in the review and continual improvement of service standards to both internal and external customers.

How you will be assessed

Appointments in the public service are based on suitability.  We will look at what work you’ve undertaken previously and what knowledge, skills and learned experiences you can bring to the team and the role. We will also look at your personal qualities and your potential for development.
Your ability to perform this role will be measured against the “Individual Contributor profile” of the Leadership Competencies for Queensland (LCQ) framework. The ideal applicant for this role will be someone who can demonstrate the following:
· Stimulates ideas and innovation: gathers insights and embraces new ideas and innovation to inform future practice (Vision) 

· Builds enduring relationships: builds and sustains relationships to enable the collaborative delivery of customer-focused outcomes (Results) 

· Demonstrates sound governance: maintains a high standard of practice through governance and risk management (Accountability)  

Career Development 
At the Office of the Public Guardian (OPG) we are committed to investing in our staff and working with them to develop their careers. We encourage our staff to take responsibility for their learning and professional development.

Our managers play an important role in supporting their teams to take advantage of the formal training and on-the-job opportunities within OPG. As our staff progress through their careers, we offer a range of learning opportunities to support the development of their technical expertise, their interpersonal skills, management and leadership capability.

Mandatory Qualifications, Conditions and Requirements
· Nil
Interested in applying?

Applicants are encouraged to read the Applicant Information Package as it contains information to assist with understanding DJAG’s recruitment and selection process, links to the LCQ competency framework and information about how to prepare your application.
To be considered for this role, please provide the following information to the selection panel for assessment:
· Your current resume

· A cover letter (1 page) telling us about yourself, why you are interested in this role, what you’ll bring to the role, and what you’ll get out of it.

· A statement (1 page maximum), including examples, outlining your suitability for the role by addressing statements in ‘How you will be assessed’. 

· Please note: Your statement may be considered as an example of your written communication skills.
People from culturally and linguistically diverse backgrounds, people with a disability, women, Aboriginal people, Torres Strait people and Australian South Sea Islander people are encouraged to apply.
How to submit an application
Applying online through the Smart jobs and careers website www.smartjobs.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.  You will need to create a 'My SmartJob' account before submitting your online application.

By applying online you can track your application through the process, maintain your personal details through registration and withdraw your application if required. 

If you experience any technical difficulties when accessing www.smartjobs.qld.gov.au please contact 13 QGOV (13 74 68).  All calls relating to the status of your application once the job has closed should be directed to the contact officer on the role description. 

If you do not have internet access and are unable to submit your application online please contact the QSS Customer Support Team on 1300 146 370, between 9am to 5pm Monday to Friday, to enquire about alternative arrangements.  

Late applications cannot be submitted via the Smart jobs and careers website, so please allow enough time before the closing date to submit your application.  If approval has been granted by the Selection Panel for a late application to be considered, please contact the QSS Customer Support Team on the number above to arrange this.

Hand delivered applications will not be accepted.
We are a child and vulnerable person safe organisation
The Office of the Public Guardian is committed to the safety of children and vulnerable people. We have zero tolerance of abuse of children and vulnerable people, and all allegations and safety concerns will be treated very seriously and consistently with our robust policies and procedures. We are committed to promoting cultural safety for children and vulnerable people from culturally and/or linguistically diverse backgrounds, including those of Aboriginal and Torres Strait Islander descent, and to providing a safe environment for those with a disability.

Additional Information

Applications remain current for 12 months and may be considered for identical or similar vacancies. 

A minimum three month probationary period will apply to new Public Service Officers.

A criminal history check will be undertaken for this position on any recommended applicant due to the nature of the work involved. 

Applicants are advised that the work of OPG may expose employees to confronting and disturbing material including distressing and offensive content.  Employees may be required to engage with persons who have and may continue to experience distressing circumstances.  Employees are required to attend specific training to support them in this complex environment. Applicants should consider this and their personal resilience and coping strategies to be able to sustain working in confronting and challenging circumstances.
For details regarding salary information, leave entitlements, flexible working arrangements and other benefits for this position please refer to the Applicant Information Package.

Further information about the department, including Our Charter and the Strategic Plan, is available from our website. 

The Queensland Government is committed to building an inclusive and diverse workforce that better reflects the community we serve. The Queensland public sector Inclusion and Diversity Strategy is the overarching framework driving the inclusion and diversity agenda across the Queensland public sector. 
The Department of Justice and Attorney-General supports veterans’ employment. More information about recruiting veterans and ex-Australian Defence Force members is available from the Public Service Commission website. 
All newly appointed public service employees who have been employed as a lobbyist in the previous 2 years are required to provide a disclosure to the Director-General within 1 month of commencement in accordance with Disclosure of Previous Employment as a Lobbyist Policy.

Any applicant recommended for appointment who is a current or previous public sector employee is required to disclose previous serious disciplinary action taken against them.  If recommended for appointment the Panel Chair will contact the applicant further to discuss this requirement.

A non-smoking policy is effective in Queensland Government buildings, offices and motor vehicles.

Employee Union Information 
The Queensland Government recognises your entitlement to join a registered union. While you are not obliged to join a union, the Government encourages its employees to do so. Membership application forms can be obtained from the relevant union. Supervisors will be able to tell you the name of the union that represents your role.

You should also know that your name, the name of your workplace and your workplace location may be provided to a relevant union for the purpose of providing the union with the opportunity to discuss with you the benefits of union membership.

Refer to the Applicant Information Package for further information about which union covers the Department of Justice and Attorney-General. 
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