ROADS AND MARITIME SERVICES
POSITION DESCRIPTION

	Job Title:    
Manager Information Management and 
Library Services
	Position No.:
50078705

	
	

	Classification:
USS 11
	Date: 
Dec 2012

	
	

	Location:
Parramatta
	Delegation Level: 4

	
	

	Directorate:
Finance & Corporate Services
	ANZSCO Code: 
1399992235254

	Immediate Supervisor: Group General Manager, Business Services Group
	


POSITION PURPOSE
The Manager, Information Management and Library Services is responsible for providing the RMS with strategic direction for the integrated services of Records Management, Library Services and Mail Services.  

KEY ACCOUNTABILITIES

· Provide an integrated information management service through a single focus application of developing technologies and information architecture across records, archives and library services.

· Achieve best practice in the provision of innovative information and reference services through appropriate strategies, plans and policies on Information delivery. 

· Determine information service requirements by understanding the legal and regulatory framework that RMS operates in and liaising with business units to fully understand their business needs for document management, records management, records storage, forms management, workflow, office automation and reference services.

· Develop the Record Management Strategic Plan by identifying expected business outcomes and the need for new systems and business opportunities.

· Provide a consultancy service by giving expert advice to all business units in RMS on all matters relating to all aspects of information delivery including document management, records management, forms management, workflow, reference services and mail service.

· Promote the use of the service and attract new clients by developing marketing strategies for the Branch.

· Ensure that clients information needs are met by developing a network of internal contacts with user groups

SELECTION CRITERIA

· Extensive leadership experience particularly in the area of information management and service delivery.

· High level conceptual, analytical and problem solving skills.

· Understanding of Management Information Systems their capabilities and usage including current document management, records management, forms management, workflow and office automation systems and use.

· Thorough understanding of contemporary developments in information research and management and the application of associated technology.

· Ability to manage the successful implementation of major systems in a competitive client focussed service delivery environment.

· Detailed knowledge of statutory and other external factors which affect recordkeeping in RMS.

· Well developed business skills including experience in the development and monitoring of performance indicators and budgets.

· Excellent interpersonal, oral and written communication skills including the ability to proactively market services.

Notes:
· A probationary period of three months may apply to this position

· It is a pre-requisite that applicants possess a current motor vehicle driver’s licence

· The successful applicant may be required to travel throughout NSW and to work outside normal working hours on occasion
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