Administration 3
VWA Vision

Workplaces free from injury and disease

VWA Mission

To work with all Victorians to progressively reduce the incidence, severity and cost to the community of work-related injury and disease

	Job Family: Delivering Our Business
These roles deliver our business through the provision of expertise and support to internal or external stakeholders. This may be through administration, undertaking regulatory services or providing subject matter expertise.

	Role Purpose Statement: 
To provide business support and service, utilising a variety of policies and procedures, and with some specialist knowledge required.

May involve either coordinating the activities of others or supporting a manager and their team or business unit. 

	About The Administration Roles:

Administration roles increase (from Admin 1 to Admin 4) in complexity of administration, either through the breadth and variety of procedures or the depth of specialisation needed to undertake the role. There is also an increasing requirement for the incumbent to apply their experience for problem solving and provision of advice to stakeholders. At the higher level there is an expectation of proactive behaviour in terms of identifying and implementing opportunities for greater efficiency and improving stakeholder service, and a requirement to oversee understanding of, and compliance to, policy and procedure.

	Environmental context

	Admin 3 provides administrative and/or operational support and service, either across a broad range of procedures or within a specialist function. 
Priorities may change rapidly and are dependent on stakeholder needs. Responds to stakeholder requests, whist ensuring compliance with VWA policy and procedure. 
Works with internal and external stakeholders to identify needs and provide service and education.

	Level of expertise (knowledge and experience)

	Admin 3 has knowledge of the specific administrative/operational function or the business being supported (eg. understanding the policies and procedures or the work of the team), usually gained through experience.

They are able to interpret, communicate and provide advice on policy and procedure, identify trends and anomalies, and resolve stakeholder issues.

	Autonomy in decision making

	Has authority in the context of their specialist area or the business team they work in. Undertakes decision making around managing own workload and priorities, and may also help coordinate workload of other team members.
Issues may cover a breadth of areas and individual stakeholder needs. Incumbent will need to determine the best path to reach resolution and, if appropriate, escalate accordingly.
Needs to set own priorities, undertake follow-up and determine best course of action. May need to source information for decision making, determining appropriate procedures or sourcing the ‘right person’ to get the work done.


	Accountabilities

	Undertake administrative or operational function of role
	Provide stakeholder and/or team support and service through administration and application of relevant policies and procedures across a breadth of procedures or within a specialised function.

	
	This may involve supporting the team through coordinating and monitoring written, verbal and electronic communication to and from the team/manager/director, and coordinating the diaries and activities of other individuals or team members.

	Stakeholder information, advice and education
	Uses knowledge of organisational policies, procedures, systems and services to inform and advise others (internal or external to the team).

	
	Uses technical or specialist knowledge to advise, inform or educate others. 
Builds stakeholder understanding and acceptance of procedures and policy through advice and education.

	Issue resolution and stakeholder service
	Often is first point of contact for stakeholders therefore must identify issue, resolve (through provision of advice or service) if possible, and direct appropriately if necessary.

Manage issues through to resolution, escalate those outside of policy or precedence, and undertake follow-up and communication to ensure issues are resolved.

	
	Manage issues and service requests through to resolution by establishing issue, assessing need and risk, and determining next steps.

Undertake analysis and investigation to resolve issues. Use analysis and investigation to explain anomalies and ensure follow-up and ongoing communication to stakeholder until issue is resolved.

May act as first point of contact for stakeholders. 

	Data management and audit compliance 
	Manage the receipt, input, tracking and distribution of correspondence, data and documentation according to established procedures, and to enable appropriate access and retrieval. 

	
	Monitor own work and work of others to ensure data integrity and adherence to procedure and audit requirements.
Ensure audit and internal procedures and systems are understood and applied across the team.

	Analysis & information gathering
	Conduct analysis of administrative or operational function, including analysis of trends, anomalies, and impact of change.

Organise, collate and prepare information to be utilised by the team leader or manager in presentations or reports.

	
	Source information and undertake analysis to identify opportunities to increase productivity and effectiveness of processes.

	Continuous improvement
	Identify opportunities, make recommendations and implement improvements to processes, systems and work practices.

	Occupational health and safety
	Comply with VWA OHS policy and procedure and legislative requirements.


Primary Competencies
Whilst an Administration 3 will demonstrate many of the competencies in the competency library, the following competencies have been identified as primary to the role. 
The shaded box indicates the level of the competency required to be demonstrated in this role. Each level incorporates the behaviours of the levels beforehand. These are described in detail in the VWA Award Competency Library which is available on the intranet.

	Competency
	1
	2
	3
	4
	5

	Accuracy and Compliance
	Prepares and checks own work thoroughly
	Checks accuracy and compliance
	Reviews others accuracy and compliance
	Reviews information or projects progress and compliance
	Develops processes

	Adaptability
	Listens to others
	Uses initiative to act within known boundaries
	Takes initiative in approach
	Is positive about unexpected demands or change
	Manages change and ambiguity

	Focus and Perseverance
	Makes concerted effort to achieve the outcome
	Takes persistent action to achieve the outcomes
	Is tenacious in overcoming barriers
	Sticks with a problem until it is resolved
	

	Information Gathering
	Asks questions
	Explores anomalies
	Seeks to uncover the facts
	Undertakes systematic research or investigation
	Use own research systems

	Stakeholder Support and Service
	Follows up
	Listens, Interprets and Establishes Needs
	Tailors response and ensures understanding
	Acts to resolve needs


	Acts proactively to resolve issues

	Tactical and Analytical Thinking
	Organises information
	Sees interdependencies and sets priorities
	Undertakes analysis to support the business
	Systematically analyses and plans to achieve outcomes
	Undertakes very complex planning or problem solving

	Utilising VWA and Industry Awareness
	Utilises the formal structure
	Utilises those who influence the outcome
	Utilises systems and processes within VWA or industry
	Utilises VWA or industry dynamics to influence outcomes
	

	Working in a Team
	Acts cooperatively within their team
	Actively seeks input from others
	Seeks to understand the needs of other teams
	Promotes cross functional teamwork
	Aligns actions to organisational goals
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