
 

 

 
 
 

POSITION DESCRIPTION 
 

 

POSITION: Records and Information Coordinator 

LOCATION: Kalgoorlie/Perth 

REPORTS TO: Chief Executive Officer 

PAY SCALE: Equivalent to Level 3 of the Public Services & Government Officers General 

  Agreement (Remuneration Only) 

AWARD: Aboriginal Communities & Organisations (WA) Interim Award 2011 
_________________________________________________________________________ 
 
Summary 
 
As the Records and Information Coordinator you will provide the GLSC with expertise and high level 
organisational skills that will implement a sustainable records systems for the retention, access, 
storage and disposal of information that meets stringent legal requirements. This role requires the 
recording of complete, up to date, correct, secure and accessible information for retrieval of 
information and records by other staff across the organisation.   
 
This position will develop and coordinate a centralised indexing and archiving service in line with the 
GLSC's information and physical security standards and related procedures and policies for its 
upkeep.  In addition this role will ensure that all records across the organisation are moved from 
physical/paper based records to electronic storage solutions. 
 

This role is pivotal to the upkeep of pertinent legal and confidential research information related to 
high level court proceedings and sometimes sensitive and interpretative materials.  The Records and 
Information Coordinator will be required to extrapolate information and manage it in a way that 
identifies its priority to a research or legal project. 
 
Key Accountabilities: 
 

1. Manage the GLSC Information and Record management system both physical and 
electronical to ensure efficient and effective service delivery, with easy retrieval processes; 

2. Identify records management needs and contribute towards operational and administrative  
efficiencies; 

3. Develop and implement procedures and systems across the organisation for professional 
record management; 

4. Ensure compliance with information management legislation and standards of the 
organisation; 
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5. Provide high level advice to department managers on the management and workflow of 
corporate information and records in a dynamic environment; 

6. Be able to interpret highly sensitive and legal records and research documents to determine 
best practice record storage solutions and information retrieval; and 

7. Provide support and training to staff across the organisation in information and records 
management protocols. 

 
 Primary Responsibilities 

 Move all physical records, information and files to an electronic storage system in a timely 
and systematic manner; 

 Responsible for entering, recording, and retrieving all of the organisation’s legal and 
research records to highly professional standard; 

 Arrange records and information in a way that meets the requirement of the legal 
profession; 

 Responsible for coordinating the evaluation, development, implementation, maintenance 
and review of all organisational records management  including policies, procedures, 
standards, industry trends, systems and guidelines in accordance with organisational 
requirements;  

 Plan the development of records management systems, procedures and policies and ensure 
that the protecting, filing and retrieving of such records occurs in a uniform process across 
the organisation; 

 Update and record all paper records and reports to e-formats; 
 Create e- folders/systems for users to undertake research that allows users to access 

research portals and programs efficiently and that stores any updates to research 
undertaken; 

 Initiate and hold regular meetings with the department managers to review processes and 
respond to feedback on storage, access and retrieval issues; 

 Provide regular reports to the CEO on managing the information and records across the 
organisation, including improvements, access issues and efficiencies implemented; 

 Be innovative about new methods that can increase user efficiencies; 
 Be value-conscious about making decisions that impact on the interfaces/software for 

storing data; 
 Conduct regular evaluation and review of the information and records management system; 
 Adapt to changing physical environments, work with differing levels of technology and keep 

abreast of the latest developments and innovations; 
 Work autonomously and be self-motivated to meet responsibilities and accountabilities of 

this role; 
 Plan and commit to timelines for completion deadlines of set projects; 
 Manage IT storage to high standards that ensure reduction of risks to malware, viruses 

and/or IT related issues that could cause disruption to workflows and/or threats to stored 
data; 

 Liaise closely with the Administration Manager about suitable IT solutions and storage 
requirements, and approval processes; 

 Develop systems of record and information storage that allow for varying levels of access 
across the organisation; 

 Actively train staff on new systems and processes; 
 Participate in staff induction programs as required; 
 Report any IT disruptions, problems or issues to the Administration Manager; 
 Maintain and assure the accuracy and consistency of data over its entire life-cycle; 



 

 

 Ensure that the computing systems, the security controls used to protect it and the 
communication channels used to access it, functioning correctly all the time, thus making 
information available in all situations;   

 Ensure that formal information access requests and complaints are dealt with according to 
approved procedures; and 

 Undertake other tasks as prescribed by the Administration Manager and/or CEO. 
 
 
Conditions: 
 
GLSC employees are to be physically fit and healthy to enable them to complete the inherent 
requirements of this position.  While performing some duties for this role, the employee is regularly 
required to stand or sit for extended periods of time.   
 
The employee may also be required to travel for this role and may be expected to work away from 
based for periods of up to 5 days (working week).  Travel arrangements are made in accord with the 
GLSC policies. 
 
This position is available subject to continued funding. 
 
 


