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	Job Title
	PARLIAMENTARY PRINTING OFFICER

	Division
	REPORTING AND PRINTING SERVICES DIVISION

	Reports to
	CLERK ASSISTANT REPORTING AND PRINTING SERVICES

	Reporting positions
	NIL

	Classification level
	

	Salary
	$23,893 p.a.

	Main purpose of Role
	To ensure that all Bills, Acts that have been passed by the Assembly, Regulations, Hansard advance and documents, Select Committee Reports and all Office documents are printed, compiled and distributed in a timely manner.

	Technical

	Technical 
	1. Assists in the printing and compilation of Bills, Acts, Regulations and all Parliamentary papers for distribution.
2. Assists in the printing of all Office Publications.
3. Ensure all equipment used by the Division are maintained and ensure conformity with existing policies on assets maintenance.

	General Responsibilities
	1. Adheres to the Office’s Equal Opportunities policy in all activities, and actively promotes equality of opportunity wherever possible.
2. Is responsible for own health and safety and that of colleagues.
3. Undertakes other such other duties as may be reasonably expected.

	Performance Measures
	1. Output is 100% of the highest quality, conducted in a timely manner and in accordance with quality control standards.
2. Output is of the highest quality and conducted in a timely manner. 

	Selection Criteria

	Qualifications
	Minimum qualification of a pass in Mathematics in PSSC exam (Essential)

	Experience
	At least 3 years of relevant work experience (Essential)

	Skills
	1. Demonstrated ability to operate the photocopier and relevant printing machinery (Essential)
2. Must have good communication skills (Essential)

	Personal Attributes
	1. [bookmark: _GoBack]Must have a pleasant manner, be approachable, be able to remain calm under pressure and have a flexible attitude to working hours (Essential)

	Document History

	Approval Date
	

	Review Date
	February 2024

	Revision History
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