POSITION DESCRIPTION

Australian Broadcasting Corporation

Label Description
Position Title: COLLECTIONS PROJECT OFFICER
Position no: 50072379
Team: [Product & Technology]
Department Content Management & Distribution
Location: Collinswood
Reports to: CONTENT INFORMATION & WORKFLOW COORDINATOR
30001782

Classification: Administrative/Professional
Schedule: [Schedule A]
Roster cycle [Non-Rostered]
Band/level: [Band 4]
HR Endorsement: 8/09/2026

Purpose

Assist with a range of Collection Management activities, including registration, appraisal,
classification, cataloguing, and preparation of materials and inventory for transfer or disposal.

Key Accountabilities

Under routine direction, undertake collection registration, appraisal and classification, and apply
selection/deselection decisions according to the relevant records authorities and ABC policy
frameworks.

Complete assigned project activities in accordance with agreed schedules, milestones, and
quality standards.

Monitor and report on progress against work plans, proactively identifying and escalating issues,
dependencies and resource constraints to support informed decision-making and timely delivery.

Assist internal stakeholders in preparing records and other audiovisual material for transfer to
secondary storage or disposal.

Maintain accurate records in accordance with cataloguing standards; and validate data and
correct inaccuracies ensuring consistency across ABC Collection Management systems.

Assist with any manual handling, coordination and logistics activities related to the project as
required.



Actively promote the ABC values and apply all relevant workplace policies and guidelines.

Cooperate with any reasonable instruction, procedure or policy relating to safety and take
reasonable care for your own safety and that of other people who may be affected by your
conduct while at work. Additional WHS responsibilities apply to Managers and Supervisors, Team
Directors, and other Officers.

Key Capabilities/Qualifications/Experience

1. Relevant tertiary qualifications and/or equivalent skills, knowledge and experience in library,
archives or record management environments.

2. Sound knowledge of archival principles, with the ability to apply that knowledge over a variety of
formats and records.

3. Demonstrated knowledge of electronic records management systems and sound knowledge of
records management processes and principles.

4. Accomplished interpersonal, organisational, and communication skills.

5. Demonstrated ability to problem-solve and adapt to changing workflows and priorities while
meeting deadlines.

6. ABC Values: Demonstrated personal commitment to fostering an inclusive and respectful
environment, grounded in integrity and aligned with the ABC Values of aiming high, thinking
differently, taking ownership, and delivering together.

7. ABC Policies: Understanding of the relevance and scope of ABC Policies and the ABC Values and
a commitment to adhere to these,; particularly in relation to complying with health, safety and
wellbeing requirements in the workplace and acting in accordance with the ABC Values.

8. Diversity and Inclusion: Ability to communicate effectively and build relationships with people
from a range of diverse backgrounds.
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