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About this AWNW

mma 'S\Jmmary of the state Clerks (Wholesale and Retail Establishments) Award and does
igations required by the award. It is important that you also refer to the full Clerks (Wholesale and
ward that is available on the WA Industrial Relations Commission website

This WA Awar
not include all

her employment legislation also apply to employees and have been included in this WA Award
here appropriate. You may need to refer to the Minimum Conditions of Employment Act 1993, the Long
Service Leave Act 1958, and the Industrial Relations Act 1979 for full details.

This document is formatted for viewing on the Wageline website and contains web links to other relevant
information. If you are using a printed copy in which links are not visible, all additional information can be found at
www.dmirs.wa.gov.au/wageline or by contacting Wageline on 1300 655 266.
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@ Three Step Check: to make sure this WA Award Summary is relevant to you

Step 1 This information applies to businesses in the state industrial relations system. It covers
- is the business in the | businesses (and their employees) that operate as:
state system? v’ sole traders (eg Jane Smith trading as Jane’s Wholesalers)

v unincorporated partnerships (eg Jane and Bob Smith trading as Jane’s
Wholesalers)

v unincorporated trust arrangements (Jane and Bob Smith as trustg

Jane’s Wholesalers)

This information does not cover businesses and organisations in the onalyfaidwork’

industrial relations system which operate as:
X Pty Ltd businesses that are trading or financial corp®rati g Smith Pty Ltd

trading as Jane’s Wholesalers)
X incorporated partnerships or incorporated

X incorporated associations and other nonépr
financial corporations)

odies (that are trading or

www.fairwork.gov.au

Step 2 The Clerks (Wholesale and Retai

- is the business wholesale businesses in the s

covered by the Clerks

(Wholesale and Retail | A complete list of type iness€s covered is available in the full Clerks (Wholesale
Establishments) and Retail Establishge A on the WA Industrial Relations Commission website
Award? WWW.Wairc.wa.

Step 3 The Clerks and Retail Establishments) Award sets pay rates, working hours
- is the employee’s and other employmeént arrangements for employees working as:

job covered by the al / administrative assistants

C
Clerks (Wholesale a v aClerical / administrative officers
Retail Establishments
Award? \‘

||I 0 vered by this WA Award are legally required to keep employment records. Employers can

up to $5,000 for not keeping employment records, for keeping inadequate or fraudulent
, or for not providing records to Industrial Inspectors when required to do so. Page 5 details
\ rd keeping requirements.
The Clerks (Wholesale and Retail Establishments) Award is a legal document that outlines the minimum wages and
condition of employment that must be provided to employees who are covered by the award. Employers and
employees cannot agree to lesser conditions.

Industrial Inspectors at the Department of Mines, Industry Regulation and Safety have statutory powers to
investigate employee complaints about underpayment of wages or leave entitlements under this WA Award and
state employment laws. The Department can prosecute employers in the Industrial Magistrates Court for not paying
the rates of pay, including overtime, penalty rates and allowances required by this WA Award.
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Rates of pay

@

All rates of pay are gross rates (before tax). Current rates applied from the first pay period on or after 1 July 2017.

Wages — applicable from the first pay period on or after 1 July 2017 until end of last pay period commenced in
June 2018 (new rates applied first pay period on or after 1 July 2018)

Grade 1 (see page 9 for grades) Adult 20 years 19 years 18 years 17 years
(90%) (80%) (70%) (60%)
1st year of experience at this grade Weekly $744.20 $669.80 $595.40 $520.90 $446.50
Hourly $19.58 $17.63 $15.67 $13.71 $11.75
Casual $24.48 $22.03 $19.59 $17.1
2nd year of experience at this grade Weekly $758.70 $682.80 $607.00
Hourly $19.97 $17.97 $15.97
Casual $24.96 $22.46 $19.97
3rd year of experience and after Weekly $771.00 $693.90 $616.8 $462.60
Hourly $20.29 $18.26 $16.23 S14720 $12.17
Casual | $2536 | $22.83 | 490729 17.75 | $15.22
Grade 2 Adult 20 years 19 years 18 years 17 years
(90%) (80%) (70%) (60%)
1st year of experience at this grade Weekly $782.10 $703. $547.50 $469.30
Hourly $20.58 $14.41 $12.35
Casual $25.73 $20.58 $18.01 $15.44
2nd year of experience at this grade Weekly $786440 $629.10 $550.50 $471.80
Hourly $18.63 $16.56 $14.49 $12.42
Casual 23.28 $20.69 $18.11 $15.52
3rd year of experience and after Weekly $713.30 $634.10 $554.80 $475.60
Hourly $18.77 $16.69 $14.60 $12.52
Cas $23.46 $20.86 $18.25 $15.64
Grade 3 Adult 20 years 19 years 18 years 17 years
(90%) (80%) (70%) (60%)
1st year of experience at this grade ‘@ $800.60 $720.50 $640.50 $560.40 $480.40
% y $21.07 $18.96 $16.86 $14.75 $12.64
sual $26.34 $23.70 $21.07 $18.43 $15.80
2nd year of experieneg an af% Weekly $810.10 $729.10 $648.10 $567.10 $486.10
Hourly $21.32 $19.19 $17.06 $14.92 $12.79
Casual $26.65 $23.98 $21.32 $18.65 $15.99
Grade 4 Adult 20 years 19 years 18 years 17 years
(90%) (80%) (70%) (60%)
Weekly $840.20 $756.20 $672.20 $588.10 $504.10
Hourly $22.11 $19.90 $17.69 $15.48 $13.27
Casual $27.64 $24.88 $22.11 $19.35 $16.58
Grade 5 Adult 20 years 19 years 18 years 17 years
(90%) (80%) (70%) (60%)
Weekly $875.80 $788.20 $700.60 $613.10 $525.50
Hourly $23.05 $20.74 $18.44 $16.13 $13.83
Casual $28.81 $25.93 $23.05 $20.17 $17.29
Grade 6 Adult 20 years 19 years 18 years 17 years
(90%) (80%) (70%) (60%)
Weekly $919.10 $827.20 $735.30 $643.40 $551.50
Hourly $24.19 $21.77 $19.35 $16.93 $14.51
Casual $30.23 $27.21 $24.19 $21.16 $18.14
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e The Clerks (Wholesale and Retail Establishments) Award also contains rates of pay for 16 year old and under
16 year old employees. Page 9 has information on employment of children laws.

e An employee may not be employed as a casual for a period longer than four weeks without the approval of
the relevant union.

®
Trainees

For pay rates for registered trainees working under the Clerks’ (Wholesale and Retail Establishments) Award, please
contact Wageline on 1300 655 266.

=
@ To receive email updates when WA award pay rates change, subscribe to the Wageline Newsletter at

www.dmirs.wa.gov.au/wageline ~

Ordinary hours >
e The ordinary hours for wholesale and retail establishments (excludin i duce markets, ice and
ice-cream establishments and milk and cream establishments) ar;
o 38 hours per week Monday to Saturday
o to be worked at the option of the employer in a five or fi day*we
later than 1:00pm)

o to be worked between 7:00am and 6:00pm ot ano ay of late night trading (or between
6:30am and 6:00pm in wholesale establishment ere clerical employees work in direct association
with other employees who ordinarily comm rlier than 7:00am)

o to be worked up until 9:00pm on the da trading

o eight hours per day (or 11.5 per day o : ate night trading)

e Where an employee works a five and If daygweek, ordinary hours up to 12:00pm on the half day are

paid for at the rate of time and a ha
e All time worked on Saturday, EasteREv ithin ordinary hours must be paid at the rate of time and a half.

Qk) Hours and overtime

ek (half days must finish no

e There are further specific h Vi s for employees working in particular types of establishments and
specific rates of pay relatin we d or late night work. Please see the full version of the Clerks
(Wholesale and Retai ablis ts) Award on the WA Industrial Relations Commission website
WWW.Wairc.wa.gov.a etails.

Overtime

All time worked on ay outside the ordinary hours of duty must be paid for at the rate of time and one half
for the first t le time after that. Alternative overtime rates may apply on Saturdays and Sundays.
Please see the ersion of the WA award on the WA Industrial Relations Commission website

r contact Wageline on 1300 655 266 for more information.

rk in receipt of a salary more than 20% higher per week than that of a Clerical Officer, Grade 3
paid at their ordinary rate of pay for any overtime worked in lieu of the overtime rates prescribed.

69 Meal breaks

Each employee is entitled to a lunch break of not less than 30 minutes and not more than one hour. The break must
be taken at a time mutually agreed between the employer and the employee between the hours of 11:30am and
2:30pm provided that the maximum period to be worked without a lunch break is five hours.
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@ Allowances

Meal Allowance

An employee who is required to work two hours or more of overtime after the completion of the ordinary hours
must be paid a meal allowance of $8.35. This meal allowance is also paid to employees working after 1:00pm on a
Sunday or on any public holiday. An employee who commences work at or prior to 1:00pm on the day of late night
trading and is required to work beyond 6:00pm on that day must be paid a meal allowance of $8.35. Instead of the
payment an employer may supply the employee with a suitable meal.

Location Allowance
A Location Allowance is payable when an employee is working in certain regional towns in Western Austgalia. Visit
the Location Allowance page for the amount payable for each town or the award on the WA Industrij
Commission website www.wairc.wa.gov.au for details.

1=
D Employment records \

Y
that employees have been
d and relevant legislation.
are made for both current
en years from the date

e Employers are legally required to keep employment records which de
paid all entitlements under the Clerks (Wholesale and Retail Establish @ S

e Employers must keep all employment records for at least seven y i e
and past employees. Records relating to long service leave musg be Q
employment ends.

e Employers can be fined up to $5,000 by the Industrial Mag urt for not keeping employment
records or for keeping inadequate or fraudulent recw n requirement that employers fail to

~

observe is a lack of detail in keeping employment
e Employers must keep records that detail:
Employee’s name
Date of birth if under 21 years of ag
Date employee commenced withythe
Total number of hours worke C
The gross and net amoun id t mployee
All information required o calc long service leave entitlements and payment
All pay deductions and rea or them
Name of WA awa applies
i and meal breaks taken
ull time, part time, casual)

loyer
ee

Wwhether paid, partly paid or unpaid
information necessary to prove that the wages received by an employee comply with the

000000 0O0O0O0O0O0OO0OO0OO

blishments) Award on the WA Industrial Relations Commission website www.wairc.wa.gov.au for
details.

e Employment records can be written or electronic as long as they are in a form that can be printed. Time and
wage books can be used to keep employment records, however, it is the employer's responsibility to ensure
the time and wage book includes all of the required information.

e The records must be in English.

e Wageline’s record keeping templates help small business employers meet their legal obligations for time and
wages record keeping and keep accurate employee leave records.
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|%
D Payslips

e An employer must provide an employee with a payslip that includes the number of hours worked in a pay
period, the wages, any allowances paid and any deductions made.

e Visit the Record keeping requirements page for Wageline’s payslip and record keeping templates.

.\ public holida
h ysS

e Afull time employee is entitled to public holidays (or days substituted for public holidays) withodt deduction
of pay. A part time employee is entitled to a public holiday (or day substituted for a public without

deduction of pay if they would ordinarily be required to work on that day if it was not lid
e |[f a public holiday falls on a Saturday or Sunday, the following Monday will be consid ublic
holiday. However, if Boxing Day falls on a Sunday or Monday, the following Tuesd il considered to be
the public holiday. When a public holiday is substituted with another day, the pullic h itself is no
longer considered a public holiday for the purposes of the WA award.
e If an employee works on a public holiday or substituted public holiday the be paid at the rate of
double time and one half.
e Visit the Public Holidays in Western Australia page to view the publi y dates.
< ) Leave entitlements $
Quick referelcBguide
Leave entitlement Full time Part time Casual
Annual leave v X
Sick and carer’s leave v v %
Unpaid carer’s leave v v v
Bereavement leave v v v
Unpaid parental leave v v v
Long service lea v v v
This WA Award sum e Pasic leave entitlements for employees covered by the Clerks (Wholesale and
Retail Establishmen d oes not include all details on leave obligations and entitlements. Full details of
conditions are conta in Clerks (Wholesale and Retail Establishments) Award on the WA Industrial Relations

Commission W irc.wa.gov.au, the Minimum Conditions of Employment Act 1993 and the Long Service

Leave Act 1958.
J lll.
:[—] a ve
[ ]

ployees, including eligible casual employees, are entitled to the unpaid parental leave entitlements in the
National Employment Standards of the Fair Work Act 2009, as well as a number of more beneficial
conditions contained in the Minimum Conditions of Employment Act 1993 (a return to work after parental
leave on a modified basis and a reversion to pre-parental leave working conditions). Visit the Parental leave
page for more details.

J 11}
Q] Bereavement leave
[ ]

All employees, including casual employees, are entitled to two days paid bereavement leave per occasion on
the death of a spouse, de facto partner, parent, step-parent, grandparent, child, step-child, grandchild,
sibling or any other member of the employee’s household. The two days need not be consecutive.

e Bereavement leave is a minimum entitlement from the Minimum Conditions of Employment Act 1993.
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J 1)
Q] Sick and carer’s leave
[ )

Sick and carer’s leave entitles a full time or part time employee to paid time off work due to either illness or
injury to themselves (sick leave), or because they have to care for an ill or injured family or household

member (carer’s leave).

e Full time and part time employees are entitled to paid sick and carer’s leave equal to the number of hours
they would ordinarily work in a two week period, up to 76 hours per year. Sick and carer’s leave is a
cumulative entitlement, and any leave not taken in one year can be carried over to the next year.

e Sick and carer’s leave accrues on a weekly basis for full and part time employees.
e In the first year of employment, a full time or part time employee can use any paid sick and carerisleave that
c:a

they have accrued to date for caring purposes.

J

e |nthe second and subsequent years of employment, a full time employee can only use a ma

proportion of 76 hours based on their ordinary hours of work.

hours of their accrued sick leave entitlement for caring purposes, or a part time emploxle nt
e Anemployee is entitled to up to two days of unpaid carer’s leave per occasion if agpem e does not have

sufficient paid leave accrued or has exceed the maximum amount of carer’s leave'that

12 month period.

e taken in any

’s leave entitlements.

e Casual employees are not entitled to paid sick leave or paid carer’s leav | employees can access up to
two day's unpaid carer's leave per occasion.
e Sick and carer’s leave is a minimum entitlement from the Minimu, f Employment Act 1993.

e Wageline’s Sick Leave Calculation Guide can assist with calculatipg si
e Wageline’s record keeping templates include a sick and care e
J 11
:[—] Long service leave
[ J

rd template.

Leave Act 1958.

Full time, part time and casual employees are er%x service leave (LSL).
Vi

® long service leave is an entitlement from th
e The length of continuous employment f pl
em

n
time with the business, rather than anfo
business will take on the long servi ve
transmission of business. This liesye

r

ee’s long service leave entitlement is based on the total
r. An employer who buys a business or part of a
jgations for existing employees if there has been a

dless of anything written in the sale contract.

Amount of continuous employment with same
business

Amount of leave

After 10 years ofgontinu mployment

8% weeks

For every 5 years o mployment after this

initial 10 years

43 weeks

When an loyee inated (except for The employee is entitled to be paid out for LSLon a

misconduc resigns after they have completed proportionate basis. LSL payment is worked out on a

betwe ears continuous employment pro-rata basis for the entire period of employment,
including years, months and days

oyee is terminated or resigns after they | The employee is entitled to be paid out for LSL. LSL

h w d continuously for 10 or more years payment is worked out on completed years of service
only

e An employee who has completed a full qualifying period of service (e.g. 10 years) is entitled to be paid out

their full long service leave entitlement (e.g. 8 #*

the termination.

weeks) on termination, regardless of the circumstances of

e Where an employee has a period of service that is less than the full qualifying period and they were
terminated by their employer for serious misconduct, they are not entitled to pro rata LSL.

e Visit the Long Service Leave page for more details and a calculation guide.
e Wageline’s record keeping templates include a long service leave record template.
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J 1)
Ca]Annual leave
[ )

Full time employees are entitled to a minimum of four weeks of paid annual leave for each year of
completed service, up to 152 hours. Part time employees are entitled to a minimum of annual leave of four
weeks per year paid on a pro rata basis according to the number of hours they are required ordinarily to
work in a four week period. Casual employees are not entitled to annual leave.

® Annual leave is a minimum entitlement in the Minimum Conditions of Employment Act 1993 and the Clerks
(Wholesale and Retail Establishments) Award sets out additional requirements regarding annual leave and
annual leave loading.

e During a period of annual leave an employee must be paid annual leave loading of 17.5%. Annualleave
loading is not paid on pro rata leave paid out on termination.

e Annual leave accrues on a weekly basis:

o A full time employee accrues 2.923 hours of annual leave for each completed w o] rk.

o A part time employee accrues the relevant proportion of 2.923 hours annual e ea
completed week of work.
o Visit Wageline’s Annual Leave Calculation Guide to help work out annual leave ents.

o Wageline’s record keeping templates include an annual leave record templa

- ¢
:// Resignation, termination and redundancy m

(O g
Resignation by the employee
e Full time and part time employees are required to proyide o s notice.

Termination
® Except in cases of serious misconduct, an emploVér is%eq d to give full time and part time employees the

following period of notice of terminationw infieu):
r N
A

Period of continuous service Notice period
Not more than 1 year \ 1 week
More than 1 year but .m than 3 years* 2 weeks
More than 3 ye ‘@ ore than 5 years* 3 weeks
More than 5 yeafs* 4 weeks
o *Employeeso 5 yearsiof age with two or more years of continuous service must receive an
additignal we otice.
o These atign in the Fair Work Act 2009 which applies rather than the notice provisions in

the ksWholesale and Retail Establishments) Award.

e Under State laws, employees cannot be dismissed if to do so would be harsh, unfair or oppressive. There
must be a valid and fair reason for dismissal, such as:
o consistent unsatisfactory work performance (which has been raised with the employee and the
employee given further training and an opportunity to improve their work performance)
o inappropriate behaviour or actions or
o serious misconduct.
e The Dismissal information page outlines obligations and requirements when an employee is terminated.
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=
:_/ Employment of children

e Achild whois 13 or 14 years old may work in shop or retail outlet between 6 am and 10 pm (excepting
school hours) if the employer has obtained written permission from their parent or guardian. The
Employment of children laws in WA — shop, restaurant, fast food or takeaway food businesses page has
more information about employing children under the age of 15 years.

e |[f the business is not a shop or retail outlet the minimum age for employment is 15 years.

e A child of compulsory school age during the hours when the child is required to attend school or otherwise
participate in an educational program of a school.

e School aged children must not be employed during school hours, unless participating in a school{program.

% Deductions from pay \%
\9

An employer may deduct from an employee’s pay an amount:

e the employer is authorised, in writing, by the employee to deduct and pay half oPthe employee
e the employer is authorised to deduct and pay on behalf of the employ, r the relevant WA award
e the employer is authorised or required to deduct by law or a court or
1= %b
D Grading structure
. \‘
Grade 1 clerical assistant \
Employees in this grade perform and are accountable folglerieal office tasks as directed within the skill levels set
out. They work within established routines, metho cedures. Supervision is routine or direct.
e Machine Operation - Skill Level 1
o Operate telephone/intercom sys g ander type), telephone answering machines, facsimile
machines, photocopiers, frankg achifes, guillotines, calculator and adding machines, paging system,
typewriter and telex machines.

e Computer - Skill Level 1
o Use knowledge of keyboagd a asic menu-driven options and function keys to enter, retrieve and
print data; use pri Use afe and correct opening and closing down procedures.
e Information j s - Skill Level 1
o Receive, s istribute incoming mail, process outgoing mail, receive incoming and despatch
, deliver messages and documents to appropriate persons/locations. Work with
ecords system in accordance with set procedures including creating and indexing new
files/publications within the organisation as requested; monitoring file locations.
collate documents, take telephone messages. Transcribe information into records, sort and

uments/records accurately in correct locations/sequence using an established filing system.
Industry, Specialist Skills - Skill Level 1
o) uire and apply a limited knowledge of office procedures and requirements. Relay internal
nformation.

e Business/Financial - Skills Level 1
o Sort, process and record original source financial documents (eg. invoices, cheques, correspondence) on
a daily basis.

fil
i

Grade 2 clerical officer

Employees in this grade perform clerical and office tasks using a more extensive range of skills and knowledge at a
level higher than required in Grade 1. They are responsible and accountable for their own work, which is performed
within established routines, methods and procedures.
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e Machine Operation - Skill Level 2
o Operate switchboard (PABX system)
e Keyboard Typing - Skill Level 1
o Produce documents using standard formats at 25 wpm with 98% accuracy.
e Computer- Skill Level 2
o Manipulate previously created data bases, spreadsheets/worksheets; calculate alpha-numerical and
related information to perform routine tasks and generate simple reports.
e Word Processing - Skill Level 1
o Produce simple and routine documents using keyboard skills within designated timeframes.
e Information Handling Skills - Skill Level 2
o Maintain mail register and records. Use and maintain established filing/records syste accoflance
with set procedures including creating and indexing new files, distributing files or sation
as requested, monitoring file locations.
e Enterprise/Industry, Specialist Skills - Skill Level 2
o Acquire and apply a working knowledge of office or sectional operating prodedure equirements.
o Interpret and action information supplied. Acquire and apply a working know e of the organisation’s
loc

structure and personnel in order to deal with inquiries at first in , locate appropriate staff in
different sections, relay internal information, respond to or redir iespgreet visitors.

e Business/Financial Skills - Skill Level 1

o Assist in the maintenance of financial records and journals, icludi and authorisation. Maintain
and record petty cash, prepare bank deposits and withdrawals Y ck time and wage records.
Grade 3 clerical officer
Employees in this grade perform clerical and office tasks us

level higher than required in Grade 2. They are accounta

established guidelines, they exercise limited discretion
limited. Employees holding a Certificate of Office &

required to use skills and perform tasks within th of s
e Machine Operation — Skill Level 3
o Operate computerised radio telephone%eguipment, dictaphone equipment or other equipment of equal
complexity.

e Computer - Skill Level 3
o Use one or more softwake application package(s) to operate and populate a database, spreadsheet/

more nsive range of skills and knowledge at a
oftheir own work, which is performed within

ge of their skill and knowledge. Supervision is
dies (TAFE) or accredited equivalent and who are
Is in Grade 3 shall be graded at Grade 3 or above.

worksheet to achj ade result; graph previously prepared spreadsheet; use simple menu
utilities.

o Following dures to template for the preceding functions using existing models/fields of
informati

Create, nd generate simple reports.

ill Level 2

documents, eg. standard correspondence and business documents. Apply additional functions such as
search and replace, variable fonts, moving and merging across documents and simple maths.
e Secretarial - Skill Level 1
o Take shorthand notes at 80 wpm and transcribe with 98% accuracy. Arrange travel bookings and
itineraries, make appointments.
e Enterprise/Industry, Specialist Skills - Skill Level 3
o Apply a working knowledge of the organisation’s products/services, functions, locations and clients.
Respond to and act upon most internal/external inquiries in own function area.
e Information Handling Skills - Skill Level 3
o Oversee record management systems including review and analysis.
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e Business/Financial Skills - Skill Level 2
o Maintain financial records and journals, maintain payroll records; prepare accounts payable for
payment.

Grade 4 clerical officer
Employees in this grade perform clerical and office tasks using a more extensive range of skills and knowledge at a
level higher than required in Grade 3. They are responsible and accountable for their own work, and exercise
discretion and initiative in the organisation of work within prescribed limits. Supervision is limited.
e Keyboard Typing — Skill Level 3
o Format complex documents including technical data, technical language, tables, graphs, textdesign,
indexing, variable type face; produce documents requiring specified form or to comply with tions
or standards.
e Computer — Skill Level 3
o Apply knowledge of intermediate functions to manipulate data, i.e. modify field
develop new basic databases or spreadsheet models; spreadsheet, perform
e Word Processing — Skill Level 2
o Use one or more software packages to apply advanced functions such ext c ns, money columns,
tables, eg to produce financial statements, printed forms, sorting, bo ate displays of charts or
graphs in report format, select style sheets appropriate to final pr

e Secretarial — Skill Level 2
o Take shorthand notes at 100 words per minute and transcgibe
appointments; respond to invitations; organise internal i
maintain reference lists/personal contact systems fo
e Enterprise/Industry, Specialist Skills - Skill Level 4
o Provide detailed advice and information on the nisation’s products and services; respond to
client/public/supplier and internal organis , within own function area, using such
techniques as personal interview and liai organisation's viewpoint to clients and appropriate
persons; using knowledge of interna latory requirements related to own function area.
Acquire and use specialist vocabu i.e.echiical/medical/legal within the scope of this grade.
e Information Handling Skills - Skill Le
o Create new forms of files and r
customer/client/ suppli néhsub ion lists). Access, identify, and extract information as required
from external sources, data s, libraries, local authorities.
3

acy; manage executive
of executive; establish and

requirement
accou ephene liaison/interview, prepare documentation on overdue accounts for senior
officers ferfal to debt recovery processes; calculate wage and salary requirements including tax,
nnua nd other deductions and transfer payments for authorisation; calculate stock

ions; prepare bank reconciliation; calculate costing using established formulae for all inputs and

ocate work tasks to individuals, check work progress and correct errors.

Grade 5 @gministrative officer

Employees in this grade perform clerical and administrative duties using a more extensive range of skills and

knowledge at a level higher than required in Grade 4. They are responsible and accountable for their own work, and

may have limited responsibility for the work of others. They exercise initiative, discretion and judgement within the

range of their skills and knowledge. Supervision is minimal.

e Computer - Skill Level 4
o Use avariety of application software packages within a micro/personal computer network including

importing data from one package to another. Evaluate usefulness or applicability of software programs
(using existing software programs) and recommend preferred solutions to meet new or different
application requirements. Use advanced spreadsheet functions (eg Macro functions etc) to enhance
operation of the spreadsheet. Use a central computer resource to an equivalent standard.
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e Word Processing - Skill Level 3
o Use all preceding word processing functions and integrate word processing software with other
application software packages to produce complex text and data documents. Apply knowledge of
desktop publishing to integrate complex documents. Apply advanced functions including Macros,
moving columns for complex formatting of documents such as multi-column reports and presentations,
including booklets. Apply complex maths functions.
e Secretarial - Skill Level 3
o Take shorthand notes at 120 words per minute and transcribe at 95% accuracy; attend
executive/organisational meetings and take minutes; answer executive correspondence from verbal or
rough hand-written instructions; organise teleconferences.
e Enterprise/Industry, Specialist Skills - Skill Level 5
o Apply detailed knowledge of the industry in which the organisation operates to c
issues/arrangements in such areas as consumer/client services, special products/s
and respond within established internal/external regulatory parameters and policCie

Specialist Skills Include; apply detailed knowledge of customs law and regul ns
0
lator

ordering. Apply detailed knowledge of inventory/stock requirements to obtal mpétitive quotations
and initiate purchasing. Apply detailed knowledge of internal/externa arameters and
policies relating to industrial employment law, occupational healt n% workers compensation
claims procedures, superannuation requirements.
e Information Handling Skills - Skill Level 5
o Develop, plan and implement new paper based/manual filipg r s for the enterprise; assist
in separate undertaking research (locate/solicit, summa t and interpret information) related
to function areas.
e Business/Financial Skills - Skill Level 4
o Post transactions to ledger and prepare a tri repare end of the period adjustments and
transfers using general journal; prepare findqcia edules for periodic tax requirements such as
payroll, sales and group tax returns; re eral ledger accounts; determine costing by calculating

input costs and margins.
o Apply detailed knowledge of orgamisations it terms to new accounts and to following up significant
ate ts.

debtors, prepare periodic deb
e Supervisory - Skill Level 2
o Resolve operational pro r staff in lower grades, coordinate work flow within a section or unit,
and counsel and advise staff w re under routine supervision.
Grade 6 administrative offi @

Employees in this grade p r
knowledge at a levehhi

lerigal and administrative duties using a more extensive range of skills and

quired in Grade 5. They are responsible and accountable for their own work, and
rk of a section or unit. They exercise initiative, discretion and judgement within

owledge. Supervision is by means of reporting to more senior staff as required.

oordinating a group of computers such as a small multi-user system or a large group of

al computers which may include operating a help desk, running and monitoring batch jobs and

rforming regular back-ups and restores.

terprise/Industry, Specialist Skills - Skill Level 6

o ¥ Apply knowledge of the organisation's objectives and performance, and apply specialist knowledge, in
areas such as projected growth, product trends and general industry conditions, examples include:
knowledge of competitors and major clients market structure in the performance of own
responsibilities; import/export activities. Indicative Specialist Skills include; Use knowledge of basic
statistics to interpret data from spreadsheets, statistical tables, graphs and frequency tables in the
performance of own responsibilities. Administration of workers compensation claims, insurance and
disputed claims.
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e Supervisory - Skill Level 3
o Plan and organise work priorities of a unit or section; re-schedule workloads as necessary and resolve
operational problems for unit or section; monitor work quality of those supervised; use observations,
diagnosis and intervention skills to ensure unit/section meets objectives; organise and chair necessary
work meetings/conferences; assist in planning future sectional/office organisational resources and
equipment needs.
e Business/Financial Skills - Skill Level 5
o Administer individual salary packages, travel expenses, allowances and company transport. Administer
specialist salary and payroll requirements, eg Eligible Termination Payments, Superannuation Trust
Deed Requirements, Redundancy Calculations, Maintenance Support Schemes, etc.
e Secretarial - Skill Level 4
o As well as having shorthand skills of Skill Level 3, arrange conferences and externa e ,in ing
venues, agendas, documentation, audio-visual requirements, catering, transport a C ation;
originate executive correspondence; assist executive in preparing, attending an
appointments, interviews, meetings, etc; assume responsibility for Designate@are xecutive's
work, on delegated authority.

Supervision
Employees are subject to five defined levels of supervision which can be gene

categorised as follows:

Direct - the employee receives detailed instructions on work to be perfor a ject to frequent personal

progress checks.

Routine - the employee receives broad instructions on work to begpe d except when new or unusual features

require more specific instructions. Work in progress is chec intermigtent!y while all work is checked on
completion.
n

General - the employee receives specific instructions onfyiw procedures or tasks are involved. Work is

checked on completion.

Limited - the employee is subject to work checksWhigiarefgenerally confined to establishing that satisfactory
progress is being made. Work is reviewed on tion.

Minimal - the employee is subject to final reieWyreport back on work and may receive assistance with specific
problems.

NB. Supervision is not a criterion for determining classification levels but should be used as a guide in determining the
overall level of responsibility a, ton expected of the principal functions of the job.

O
>

Disclaimer

The Department of Mines, Industry Regulation and Safety has prepared this WA award summary to provide
information on pay rates and major award provisions. It is provided as a general guide only and is not designed to be
comprehensive or to provide legal advice. The Department does not accept liability for any claim which may arise
from any person acting on, or refraining from acting on, this information.
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