                   [image: image7.png]§Z|

i'

Justice




	ROLE DESCRIPTION 

Senior Sentence Administration Officer 
	 MACROBUTTON  InsertPicture Double click here to insert logo.



	Cluster
	Justice

	Division/Branch/Unit
	Corrective Services NSW, Corrections Strategy & Policy, State-wide Administration of Sentences & Orders, Sentence Administration

	Location
	Correctional Centre/Complex or Office

	Classification/Grade/Band
	Clerk Grade 5/6

	ANZSCO Code
	599999

	Role Number
	Various

	PCAT Code
	1119192

	Date of Approval
	11 April 2018

	Agency Website
	www.justice.nsw.gov.au


Primary purpose of the role

The Senior Sentence Administration Officer supervises, coordinates and provides advice and support for a range of administration processes and records management functions and services. 
The role applies appropriate verification processes, performs more complex processing tasks and supervises teams which undertake core processing work within a Sentence Administration Business Unit.
Key accountabilities

· Coordinate and deliver individually or as part of a work team, quality services to meet the business needs of the area in accordance with legislation, policy and practice.

· Address enquiries and escalate where appropriate, to resolve them in a timely and professional manner.

· Apply agency administrative systems, processes and policies to ensure that all information is accurate, stored correctly and accessible as required.

· Maintain and update office systems, procedures and methods in line with organisational standards, policies and procedures to improve efficiency, costs and service delivery.

· Gather and collate information to assist with the preparation of reports regarding the business activity of the unit, to meet management information needs and performance requirements.

· Liaise with external and internal stakeholders to provide detailed advice on sentence administration processes and procedures.
Key challenges

· Prioritising the delivery of quality administrative services pertaining to the Sentence Administration Business Unit to meet deadlines, while ensuring compliance with processes, procedures and standards.
· Applying complex legislation to the workplace setting, whilst managing a workload with competing demands and priorities, to ensure error free release and detainment of inmates.

Key relationships

	Who
	Why

	Internal
	

	Governor / Centre Management / Direct Manager
	· For reporting and guidance and provision of expert advice on administrative matters pertaining to Sentence Administration processes and procedures.

	Staff / Work Team
	· For supervision and provision of advice and gathering information

	Senior Custodial Managers
	· For exchanging operational information and for providing advice and services pertaining to Sentence Administration processes and procedures.

	Counterparts and peers at other correctional centres / offices
	· For exchanging operational information and knowledge in relation to sentence administrative practice


Role dimensions

Decision making

The role makes decisions at the local level and exercises a range of staff and business decisions in accordance with Delegations, Justice/CSNSW policies and procedures, Public Sector wide policies and procedures and relevant legislation.
Reporting line

The role reports to the Cluster Units Manager/Team Leader Sentence Administration
Direct reports

The role may have up to 5 direct reports.
Budget/Expenditure

Nil
Essential Requirements

Current NSW driver’s license and preparedness to travel to support operational and business unit needs.

Capabilities for the role

The NSW Public Sector Capability Framework applies to all NSW public sector employees. The Capability Framework is available at http://www.psc.nsw.gov.au/workforce-management/capability-framework/the-capability-framework
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
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	Display Resilience and Courage
	Intermediate

	
	Act with Integrity
	Intermediate

	
	Manage Self
	Intermediate

	
	Value Diversity
	Foundational
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	Communicate Effectively
	Adept

	
	Commit to Customer Service
	Intermediate

	
	Work Collaboratively
	Intermediate

	
	Influence and Negotiate
	Intermediate
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	Deliver Results
	Intermediate

	
	Plan and Prioritise
	Foundational

	
	Think and Solve Problems
	Intermediate

	
	Demonstrate Accountability
	Intermediate
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	Finance
	Foundational

	
	Technology
	Intermediate

	
	Procurement and Contract Management
	Foundational

	
	Project Management
	Foundational
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	Manage and Develop People
	Foundational

	
	Inspire Direction and Purpose
	Foundational

	
	Optimise Business Outcomes
	Foundational

	
	Manage Reform and Change
	Intermediate


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

	Personal Attributes
Manage Self
	Intermediate
	Adapt existing skills to new situations

Show commitment to achieving work goals

Show awareness of own strengths and areas for growth and develop and apply new skills

Seek feedback from colleagues and stakeholders

Maintain own motivation when tasks become difficult


	Relationships

Communicate Effectively
	Adept
	Tailor communication to the audience

Clearly explain complex concepts and arguments to individuals and groups

Monitor own and others’ non-verbal cues and adapt where necessary

Create opportunities for others to be heard

Actively listen to others and clarify own understanding

Write fluently in a range of styles and formats

	Relationships

Commit to Customer Service
	Intermediate
	Support a culture of quality customer service in the organisation

Demonstrate a thorough knowledge of the services provided and relay to customers

Identify and respond quickly to customer needs

Consider customer service requirements and develop solutions to meet needs

Resolve complex customer issues and needs

Co-operate across work areas to improve outcomes for customers

	Results

Deliver Results
	Intermediate
	Complete work tasks to agreed budgets, timeframes and standards

Take the initiative to progress and deliver own and team/unit work

Contribute to allocation of responsibilities and resources to ensure achievement of team/unit goals

Seek and apply specialist advice when required

	Results

Think and Solve problems
	Intermediate
	Research and analyse information, identify interrelationships and make recommendations based on relevant evidence

Anticipate, identify and address issues and potential problems and select the most effective solutions from a range of options 

Participate in and contribute to team/unit initiatives to resolve common issues or barriers to effectiveness

Identify and share business process improvements to enhance effectiveness

	Business Enablers

Technology
	Intermediate
	Apply computer applications that enable performance of more complex tasks

Apply practical skills in the use of relevant technology 

Make effective use of records, information and knowledge management functions and systems

Understand and comply with information and communications security and acceptable use policies

Support the implementation of systems improvement initiatives and the introduction and roll-out of new technologies

	People Management

Manage and Develop People
	Foundational
	Clarify work required, expected behaviours and outputs

Contribute to developing team capability and recognise potential in people

Give support and regular constructive feedback that is linked to development needs

Identify appropriate learning opportunities for team members

Recognise performance issues that need to be addressed and seek appropriate advice
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