[image: image2.wmf]
Corporate Services Review

[image: image1.wmf]
 Corporate Services Review

February 2004

A joint paper written by ACUMEN Alliance, Greg Brown Director Finance and Administration and David Boden Acting Director Corporate Services and Public Programs

Table of Contents


Page
31
Executive Summary

1.1
Background
3
1.2
Process for review
3
1.3
Key Outcomes
3
2
Summary of Current Delivery Model
5
2.1
Finance
5
2.2
Human Resources (HR)
5
2.3
Information Technology (IT)
5
2.4
Records Management
5
2.5
Facilities Management
5
2.6
Legal Services
6
2.7
Corporate Liaison
6
2.8
Administration
6
2.9
Interstate offices
6
3
Revised Corporate Services Model
7
3.1
New Organisation Chart
7
3.2
Finance
10
3.2.1
New Organisational Structure
10
3.2.2
Roles and Responsibilities
11
3.2.3
Implementation Issues
12
3.3
Human Resources
13
3.3.1
New Organisational Structure
13
3.3.2
Roles and Responsibilities
14
3.3.3
Implementation Issues
14
3.4
Technology Services
16
3.4.1
New Organisational Structure
16
3.4.2
Roles and Responsibilities
17
3.4.3
Implementation Issues
19
3.5
Facilities and Services
21
3.5.1
New Organisational Structure
21
3.5.2
Roles and Responsibilities
22
3.5.3
Implementation Issues
23
3.6
Legal Services
24
3.6.1
New Organisational Structure
24
3.6.2
Roles and Responsibilities
25
3.6.3
Implementation Issues
25
3.7
Corporate Liaison
26
3.7.1
New Organisational Structure
26
3.7.2
Roles and Responsibilities
26
3.7.3
Implementation Issues
27
3.8
Other Corporate Services Positions
28
3.8.1
New Organisational Structure
28
3.8.2
Roles and Responsibilities
28
3.8.3
Implementation Issues
28
3.9
Archive Branch Administration
29
3.10
Total Staff Numbers
33


1 Executive Summary

1.1 Background

As announced by the federal government in May 2003, ScreenSound Australia (SSA) was integrated with the Australian Film Commission (AFC) from 1 July 2003. The AFC’s responsibility has been broadened to encompass the functions of SSA. The AFC Chief Executive Officer prior to and after the integration is Mr Kim Dalton.
As part of the integration process this review of the delivery of corporate services was commissioned.  The aim of this review was to plan for the following:

· consolidate the corporate services functions that currently exist across the integrated AFC/SSA in order to provide an effective and efficient delivery of corporate services to the Commission, Chief Executive Officer, senior managers, staff, government and external clients. 

· ensure consistency in corporate services policies and practices across the organisation.

· provide clarity to staff as to their roles and responsibilities in relation to the delivery of corporate services in the AFC.

The CEO had advised that the Corporate Head office would remain in Sydney.  In addition to the review of Corporate Services a review of public programmes has also been initiated which may have an impact on the areas to be supported by Corporate Services.

1.2 Process for review

The key stages in the review have been:

· Develop a detailed project plan.

· Document the current delivery model at AFC and SSA.

· Analyse and evaluate a Corporate Services Model.

· Development of a revised model.

· Report production.

1.3 Key Outcomes

The revised Corporate Services structure, as shown in the diagram in section 3, will enable the effective delivery of corporate services to the new AFC, through utilisation of core existing functions.  Key features include:

· Finance: Consolidation into a Sydney based function to provide support for the CEO and all branches;

· Human Resources:  Building on the core HR team in Canberra to provide a national function;

· Information Technology:  Appointment of a Manager Technology Services to drive strategy and harmonisation across the organisation, together with integration of records management;

· Facilities and Services: Building on the facilities group in Canberra to provide effective management of all locations and a national approach to service delivery;

· Legal: Building on the existing legal team in Sydney to provide a legal service to the whole organisation, with particular emphasis on the services provided to Film Development and ScreenSound Australia. 
Further detail is provided in Section 3.

Consolidation of existing corporate processes and policies will be an important driver in forging a single corporate identity for the expanded AFC.

Integration provides a number of challenges that will need to be addressed to ensure the new structure can be integrated effectively.  A number of key actions are outlined in section 3.10, including:

· IT Network: Provision of a high-speed link between Sydney and Canberra.

· IT Strategy: Determine the corporate IT platform and the method of support.

· Finance One:  Review of chart of accounts prior to consolidation of the two existing finance systems.

· Certified Agreement: Negotiate a single certified agreement.

· HR Policy: Implement a single set of HR policies for the organisation.

2 Summary of Current Delivery Model

The following is a high level summary of the current corporate services delivery model in the Australian Film Commission (AFC) and ScreenSound Australia (SSA).

2.1 Finance 

Finance in both the AFC and SSA, are supported by small in-house departments.

Both organisations use Finance One as their principal Financial Management Information System, with SSA operating on a later version.  The associated finance functions are processed centrally.

2.2 Human Resources (HR)

The Manager, Personnel & Administration, manages payroll and leave records using the MicroPay application.  

HR is currently provided in SSA by the Information and Employee Services branch, This branch undertakes HR strategy and policy development, training, OH&S and payroll.  The Corporate HR system is Aurion, which is supplied by an outsourced provider Spherion.  

2.3 Information Technology (IT)

A small in-house IT department supports the Apple Macintosh environment in the AFC.  

The support of all IT in the SSA has been outsourced to PRAXA, which also provide support for the Melbourne and Sydney offices. The Digital and Information Technology Branch manages this contract together with Database and MAVIS development. PRAXA has about four staff permanently on site at SSA, together with other, as required, support and an off-site help desk.

2.4 Records Management

Records Management is carried out in the AFC Sydney office to support the AFC.  Two staff members (who also undertake other work such as office services and mailroom duties) support a records manager who currently works three days a week.  Records are maintained in the Filemaster database.

Records Management is carried out in the Canberra office to support SSA through one full time staff member, using the TRIM application.

2.5 Facilities Management

The main AFC office in William Street, Woolloomooloo, is housed in leased premises that have a full-time building manager on site.  The Services Coordinator undertakes facilities management.  Management of the leased Melbourne office is undertaken primarily by the Administration Officer.

SSA facilities include the head office at Acton, ACT, which is a heritage-listed building, and a specialist 1300 sqm warehouse in Mitchell, both of which are owned.  In addition, SSA leases two 1300 sqm warehouses in Mitchell and offices in Sydney and Melbourne.  A Facilities and Contract management branch supports these accommodation needs. 

2.6 Legal Services

Legal services are provided to the AFC by the legal affairs team based in the Sydney office.

Legal services are generally provided to the SSA via an outsourcing arrangement with a panel of legal firms, however the Acting Director of SSA has a legal background and provides some support.

2.7 Corporate Liaison

Corporate Liaison is carried out by staff in both organisations.  In the AFC the staff member reports directly to the CEO, whilst in SSA the staff members are situated within the Information and Employee Services branch.

2.8 Administration

The staff within Personnel and Administration carry out administration within the AFC, including general office support, mail and the reception.

In SSA office support is generally through the Facilities branch.  Reception services are provided by the Public Programmes branch as part of the front of house.

2.9 Interstate offices 

SSA currently has interstate offices in Sydney and Melbourne, with the AFC having offices in Melbourne and Brisbane.  There are functions performed within these offices that broadly come within the Corporate Services framework, including areas such as facilities management, office services, administration and reception.  These activities are currently dispersed among a variety of staff within each office. 

3 Revised Corporate Services Model

3.1 New Organisation Chart

The proposed new organisation chart for the AFC Corporate Services Branch is outlined in the following pages.

The subsequent sections describe each function within the Corporate Services Branch in more detail.

This proposed structure is based on a review and comparison of the existing corporate services structures at the AFC and SSA, with a view to combining functions and providing effective support to the Commission, CEO and enlarged organisation.

In addition, through discussion with key personnel, the corporate services structure at a number of similar Commonwealth organisations were reviewed to identify any trends of better practice and any particular strengths or weaknesses associated with their own chosen structure.  Whilst these organisations chosen covered a variety of activities, they also included at least one of the following characteristics; more then one significant location, specialised IT systems and grant management activities.  This review indicated that the corporate services structure adopted by each organisation was unique, in that they were structured to meet the specific needs of that organisation.  Consequently comparisons were difficult, and the insight gained from these discussions was minimal.  

For ease of reading this review AFC classification levels are translated to the following APS classification levels on the basis of salary ranges:

AFC
Combined AFC/SSA

SES
SES

SOG A/B
EL2

SOG C
EL 1

ASO 5
APS 6

ASO 4
APS 5

NA
APS 4

ASO 3
APS 3

ASO 2
APS 2

ASO 1
APS 1

All classifications are shown as being combined AFC/SSA.
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3.2 Finance 

3.2.1 New Organisational Structure
















The diagram above shows the proposed organisational structure for the Finance function in the AFC Corporate Services Branch. 

This function and its staff are to be located in Sydney due to its crucial role in supporting the Director Corporate Services (who is also the Chief Financial Officer for the AFC).  The split of the Financial and Management accounting roles provides additional resources to provide day-to-day management and on-going support.  

Process review and improvement will be required to ensure enhanced efficiency in core processing within the accounts payable, accounts receivable and credit card cycles.  A number of these areas have already been identified including a review of the chart of accounts.

The important role of providing high-level financial assistance to operational branches, specifically the Archives Branch, has also been recognised with the creation of the role of Management Accountant within the Archives Branch Operations and Business Unit (see section 3.9).

3.2.2 Roles and Responsibilities

3.2.2.1 Manager Finance

This role provides the financial management oversight for the combined organisation.  Key to its success will be the additional support provided by the financial accountant and the management accountant down to ensure the focus of this role on strategic financial management can be maintained.

3.2.2.2 Management Accountant

This is a new role which will provide management with a dedicated resource to assist in the development and review of financial plans and reports.  It will provide support to all of the operating branches, together with management at a corporate level.

3.2.2.3 Financial Accountant

This role will have responsibility for the preparation and co-ordination of the financial statements, maintenance of the trust and disbursement accounts, and management of all core on-going financial processes.  Key to it’s success will be the ability to delegate the day-to-day activities down to the rest of the finance team.

3.2.2.4 Assistant Accountant

The Assistant Financial Accountant will have responsibility for providing direct support to the Financial Accountant in the conduct of their duties.  The focus of this role will be on more technical matters such as maintenance of the finance system, preparation of various reconciliations and completion of statutory reports such as the BAS and FBT returns.  This position will also supervise the finance and accounts officers.

3.2.2.5 Finance Officer

The Finance Officer will provide key core process support in relation to the cash book and assets.  This position will also have responsibility for petty cash.

3.2.2.6 Accounts Officer x 2

The combination of the organisations provides the opportunity for the centralisation of core financial processing functions, such as Accounts Payable and Accounts Receivable.  Other processes could include credit card acquittal.  However, with a relatively small finance function division of such roles can be difficult and do not provide the necessary support in times of staff absence.  Hence these roles should be shared.

3.2.3 Implementation Issues

Consolidation of the existing finance functions and processes will provide a number of challenges and there are a number of specific reviews/projects that need to occur over the coming months to ensure it is successful.  These include:

· Review and consolidation of the chart of accounts (for 1 July 2004 implementation);

· Migration to one Finance One application involving the reimplementation of the Finance One system including where necessary the redesign of screen formats etc;

· Review of core processes – including accounts payable, accounts receivable, credit card acquittal, commitments etc.  A number of these have already been identified as being inefficient and requiring review;

· Transfer of SSA financial processing to Sydney – The timing of the transfer of some of the core financial processes will be dependant on the outcome of reviews and modifications to systems.

Human Resources

3.2.4 New Organisational Structure














The diagram above shows the proposed organisational structure for the HR function in the AFC Corporate Services Branch.

The staffing level currently in place in Canberra has been increased, to reflect the increased work arising from the integration.   Seven full-time equivalent staff will be located in Canberra, with policy and operations split into two sections.  The fact that a significant number of staff are in Canberra and the higher OH&S risks associated with the Archive Branch’s operations mean that the location of HR in Canberra is key to effective service delivery.

Whilst the Director, Finance and Administration oversees the HR Function in the AFC, line management generally deal with Human Resource issues with the assistance of the Manager Personnel and Administration.  

It is expected that the new human resource function and services can be effectively rolled out to existing AFC staff, however delivery of HR services without a full-time presence in Sydney will have to be carefully managed.  The recognition that the HR Unit is providing a national service will be key to its success in the combined organisation.

In 2001 a review of SSA Human Resources was conducted by PALM a management consultancy firm. A key recommendation was to restructure the function to enable a more strategic focus through organisation of the function into two main streams Strategy & Policy and Operations. The new organisational structure implements this recommendation. However performance management and training currently remains under the “policy” arm to ensure effective workload management.

3.2.5 Roles and Responsibilities

3.2.5.1 Manager Human Resources

This role will have an initial focus on the integration of HR related services and the development of new policies and procedures for the combined organisation. The current SSA role includes responsibility for corporate liaison and records management.  The movement of these functions to other areas will enable an increased focus on effective HR strategy and service delivery, including recruitment, staff development programs and training

3.2.5.2 Manager Employee Services

This role will be substantially the same as present with its focus on the operational area. This includes responsibility for pay, conditions, recruitment and OH&S.

3.2.5.3 Payroll & Conditions Officer

This role will be substantially the same as present.  However it will initially play a key facilitating role in bringing ‘old’ AFC staff onto the Aurion payroll.

3.2.5.4 Assistants Pay & Conditions x2

These roles will be substantially the same as present.  One of these positions is currently non-ongoing focusing on an audit of leave balances. However, amalgamation of the payrolls would require the additional resource.

3.2.5.5 HR Policy & Projects Officer

This role will be substantially the same as present, with an initial focus on assisting in the review and development of corporate wide HR policies and procedures.  An additional important focus will be the development of the corporate wide performance development and training programs.

3.2.5.6 Performance Management & Training Co-ordinator

This role will be substantially the same as present. Two performance management frameworks currently exist which would need to be streamlined. However it will also provide support in relation to policy development.

3.2.6 Implementation Issues

Key issues to consider and actions to be undertaken include:

· Negotiation of the combined Certified Agreement

· Review and amalgamation of existing HR policies.

· Review of payroll processing and delivery – with expected transfer of employees on MicroPay onto Aurion.

· Review of the HR system and delivery to critically assess current deployment of Aurion through the Spherion contract and the requirement for JESS.  Maximisation of the full functionality of the Aurion system needs to be investigated as the duplication of data entry as currently occurs is both inefficient and an ineffective use of scarce resources.

Technology Services

3.2.7 New Organisational Structure





















The diagram above shows the organisational structure for the Technology Services (TS) function in the AFC Corporate Services Branch. 

A key change is the formation of the new Manager Technology Services role.  This will be a critical new position aimed at assisting in integrating the AFC and SSA IT systems as necessary and providing strategic management and direction as the AFC becomes increasingly reliant on the online delivery and management of its services across all areas of operation, in accordance with expected trends.

The management of the outsourced IT contract for the former SSA is located within the Corporate Services Branch because it relates to services that are provided to several branches of the organisation. This role is based in Canberra as that is where the service is delivered and it is important that this person has hands on involvement in the service delivery. The roles and lines of reporting within the AFC/PRAXA relationship will remain unchanged with the exception that the Contract Manager and the PRAXA account manager will now report to the Manager Technology Services.

There are currently two database developer positions in SSA.  In recognition of the importance of these two officers working as a team both of these positions are to be located in the Corporate Services Branch.  These officers will be able to provide relief back-up, utilise each other skills and provide a broader development of skills through multi-tasking. These positions will report to the Manager IT Infrastructure, who will have the responsibility for establishing the work priority for these officers in consultation with the Manager Technology Services and the IT Steering Committee. A significant proportion of the work undertaken by these positions is expected to be Archive Branch specific. 

An important change in the proposed structure of IT is the separation of the network and general corporate application support from the specific business application analysis and development roles in relation to MAVIS. The roles within the current Digital and Information Technology (DITS) branch that relate to business analysis, requirements gathering, research and content management remain within the Archive. This is because they are specific to the Archive and are not directly related to the delivery of an IT service.

The support and development of the Apple Macintosh IT environment in the Sydney office is part of the corporate services ICT department because it provides services to a number of areas within the AFC. This area effectively remains unchanged with the exception that it will now report to the Manager TS who will have responsibility for the whole of the AFC.  

A key change in functional responsibility is the movement of records management to the Technology Services Section.  This reflects a growing trend in a number of government organisations and recognises the move towards increased automation of records management and integration within the wider area of corporate knowledge management.

The Manager Recordkeeping will be located in Sydney. There will be records co-ordinators in both the Sydney and Canberra offices. This is necessary as records need to be stored in the location that they are most likely to be required (i.e. archive related records would be stored in Canberra and film development and corporate records would be stored in Sydney). However a single integrated system will need to be introduced that controls records stored in both locations.

3.2.8 Roles and Responsibilities

3.2.8.1 Manager Technology Services

This is a new position with responsibility for ICT service delivery across the AFC. Given the strategic focus of this role and its involvement with the CEO and Director Corporate Services the position will be located in Sydney or Canberra subject to the preferred location of the successful applicant.  The primary task will be to develop and deliver an ICT strategy that delivers ICT services via a single delivery model to the whole organisation. This strategy should also bring the organisation onto a single technology platform and consolidate the number of vendors of services where appropriate. This will be a long-term project, potentially taking years to fully implement.

This position will also have responsibility for establishing a new IT Steering Committee, including the development of its terms of reference.  It is expected that this Committee will comprise senior management from across the AFC.  

This position will also have responsibility to conduct a longer-term review of the relationship between the Corporate Services IT services and services to be provided by the Digital and Mavis Unit located within the Archive Branch.  This review will be undertaken in conjunction with the Director SSA.

In the short to medium term, the Technology Services Section will also have to assist other business units with their integration projects (i.e. finance moving to one version of finance one).

This position will also own the relationship with all ICT vendors including PRAXA, Wizard, Optus, etc.  Given the two ICT sites it would be expected that the Manager Technology Services would be required to travel extensively between Sydney and Canberra.

3.2.8.2 Manager, IT Infrastructure

This role is responsible for the day-to-day contract management and liaison with PRAXA.  This position will also manage and support the information and communications technology infrastructure and development in Canberra. This position will also have the responsibility for establishing the work priority for the two database developers located in Canberra in consultation with the Manager Technology Services and in line with the priorities set by the IT Steering Committee.  The Technology Services Assistant will also assist this position.

3.2.8.3 Technology Services Assistant

This is a new role, and will assist the Manager, IT Infrastructure in carrying out their responsibilities.

3.2.8.4 Network, Systems and Services Manager

This role is essentially unchanged. It is responsible for the management of the Sydney based ICT team in supporting the Macintosh desktop environment and other corporate systems located in Sydney.

3.2.8.5 Network and Systems Admin

This role is essentially unchanged. The main responsibility is the maintenance, support and administration of the desktop environment in Sydney.

3.2.8.6 Database Manager

This role is essentially unchanged. The main responsibility is the development, maintenance, support and administration of corporate database and branch specific database systems developed in Filemaker Pro.

3.2.8.7 Database Assistant

This role is essentially unchanged. The main responsibility is to support the database manager in the performance of their duties.

3.2.8.8 Database Developer x 2

These positions will have responsibility for the development, maintenance, support and administration of corporate database systems and branch specific database systems developed in Lotus Notes.  Similar to the database programmers in Sydney it is anticipated that a significant proportion of their work will be specific branch related work.  In the case of these officers it is Archive Branch specific programming.    

3.2.8.9 Manager Recordkeeping

Responsible for the development of records management strategy, policy and procedures, together with oversight of day-to-day operations of the records management function across the organisation.

3.2.8.10 Records Co-ordinator (Canberra)

Responsible for the day-to-day records management operations in the Canberra office and support the development of a new electronic records management system.

3.2.8.11 Records Co-ordinator (Sydney)

Responsible for the day-to-day records management operations in the Sydney office support the development of a new electronic records management system.

3.2.9 Implementation Issues

With the combination of the AFC and SSA there are a number of key significant issues which will be required to be resolved, many of which will not occur within a short timeframe.  Issues include:

· Initial development of an IT issues paper – outlining the key areas to be addressed

· Development of an IT strategic plan – this is a longer-term project. This includes the development of a service delivery model (outsourced or in-house support), a single desktop environment (PC or Apple Mac) and a single database product (Notes or Filemaker Pro).

· Establishing an IT Steering Committee to oversee all TS activities within the AFC.

· Setting up of sub-groups of the IT Steering Committees to oversee database and infrastructure development.

· Implementation of a WAN or other means to allow corporate systems to be shared between Sydney, Canberra, Melbourne and Brisbane with acceptable response times.

· Enabling sharing of corporate systems where required in the reconfigured organisation (i.e. JESS, RUSTY).

· Review of the current outsourced IT contracts (e.g. PRAXA, Spherion etc).

· Integration of the two records management systems onto a single system (probably utilising TRIM). 

· Support other functions’ integration projects.

Facilities and Services

3.2.10 New Organisational Structure









The diagram above shows the organisational structure for the Facilities & Services function of the AFC Corporate Services Branch. 

The structure takes advantage of the existing facilities group in Canberra, with an increased focus across all locations and use of the procurement expertise currently in place.  The structure reflects certain proposed changes and the need to deliver a high level of service across a number of locations.

The nature of the Canberra operations means there is a substantial and developed facilities management function.  With most activity centred on the Heritage listed Acton building and Mitchell warehouses, its location in Canberra is vital.

Within the overall framework of AFC operations co-location of existing offices will occur in Sydney and Melbourne.  A variety of administrative and office services activities are currently dispersed among a number of staff in these offices.  The creation of Office Services Officers in Sydney and Melbourne provides a corporate approach to the facilities management in all locations.  The timeframe for creation of these positions would be in accordance with co-locations utilising current resourcing as necessary.

3.2.11 Roles and Responsibilities

3.2.11.1 Manager Facilities & Services

This position will provide strategic management over facilities and services (including procurement) across the AFC.  It will also provide specific management through development and implementation of asset management plans and oversight of operational plans for key locations, together with strategic advice in relation to procurement. 

3.2.11.2 Facilities Officer

Management of building services and infrastructure, specifically in relation to the buildings owned in Canberra. Includes the development and management of major maintenance, refurbishment or upgrading.

3.2.11.3 Facilities & Services Officer (APS 5)

In-charge of the day-to-day running of office services and warehouses, primarily in Canberra.  However the role is expanded to provide assistance to other offices, particularly with procurement and supply of core office consumables such as stationery and paper.  Will include supervision of ongoing maintenance contracts, fleet management and liaison with operational branches.

3.2.11.4 Facilities and Services Officer (APS 4) 

Supporting the Facilities and Services Officer, together with responsibility for some aspects of corporate procurement. 

3.2.11.5 Facilities & Services Assistant 

Supporting the Facilities and Services Officer with specific responsibility for mail in the Canberra office.  Specific roles and responsibilities would be defined to ensure efficient service delivery.

3.2.11.6 Office Services Officer Sydney

This position will have responsibility for general management of core NSW office services (including purchasing) and reception.

3.2.11.7 Reception and Mail Sydney

Combines the existing reception role in Sydney with mail services, principally receipt and distribution.  Two part-time officers currently undertake the reception function in Sydney, one attends in the morning and one in the afternoon.  It is proposed that the resourcing for this function be increased to one full-time officer and one part-time officer.  The full-time officer will undertake the morning shift at reception and undertake other activities including, outgoing mail and courier tasks in the afternoon.  The part-time officer will undertake the afternoon shift at reception.

3.2.11.8 Office Services Officer Melbourne

A new role taking on part of the administrative support role in the combined Melbourne office and responsible for core office services and reception.  This position will not be filled until such time as the two existing Melbourne offices are co-located.

3.2.11.9 Reception and Mail Melbourne

Responsible for reception and receipting of mail in the combined Melbourne office. 

3.2.12 Implementation Issues

· Consideration of the extension of the RUSTY fault notification and monitoring system to all facilities.

· Review of existing office leases and office service contracts.

· Consideration of consolidation of office service contracts to national providers if appropriate.

· Application of office services and support to other AFC locations

· Development of a succession plan and the introduction of a cross training program to ensure maintenance of service coverage.

Legal Services

3.2.13 New Organisational Structure






The diagram above shows the proposed organisational structure for the Legal Affairs function of the AFC Corporate Services Branch. 

The manager of the legal affairs section will be based in Sydney and will report to the Director Corporate Services. The main reasons for this is the close working relationships required with the CEO, Director Corporate Services and the high level of involvement with Film Development. 

The dotted reporting line to the CEO indicates that the Manager Legal Affairs will deal one-on-one with the CEO on a range of non-corporate service issues, eg. policy issues on the Co-production program, bridging loans.

The legal assistant will be based in Sydney, as their primary role is to support the manager.

The legal officer positions will undertake a range of legal work across the AFC.  One new legal officer position will be created to assist with the management of the copyright issues facing AFC as a consequence of the integration with SSA.  It should be noted that in-house copyright expertise was identified as an area of weakness in the current SSA structure. 

The legal assistant/rights officer will report to the Canberra based legal officer.

3.2.14 Roles and Responsibilities

The following is a high level description of the roles and responsibilities of each position in the legal affairs section. The manager will be responsible for reviewing and adding more detail to these descriptions.

3.2.14.1 Manager Legal Affairs 

Responsible for all AFC legal issues and management of the legal affairs team.

3.2.14.2 Legal Assistant

Primarily provides support for the Manager Legal Affairs.

3.2.14.3 Legal Officer, Sydney

Provides legal support and advice for AFC contracts and AFC copyright issues.  

3.2.14.4 Legal Officer, Canberra

This is a new position that will provide legal support and advice for AFC contracts and AFC copyright issues.  

3.2.14.5 Legal Assistant/Rights Officer

This is a new position reporting to the Legal Officer in Canberra. Under the guidance of the Legal Officer, the Legal Assistant/Rights Officer will prepare pro forma contracts and co-ordinate their issue and execution, negotiate copyright clearances with rights holders and provide administrative and secretarial support to the Legal Officer. This position will also assist with the assessment of applications for Official Co-production status.
3.2.15 Implementation Issues

· Confirm new roles and define responsibilities.

· Define in detail the legal needs of the Archive Branch.

· Recruitment of a new legal officer who has experience in copyright issues. 

· Ensure consistency of legal contracts across the AFC.

Corporate Liaison

3.2.16 New Organisational Structure







The Corporate Liaison Executive position will be based in Sydney, as it is vital that this person be in close and regular contact with the Chief Executive. There is an additional workload associated with gathering information and reporting on the new larger AFC. This has led to the creation of a new Administration Officer position to assist with the increased workload. 

It should be noted that the existing executive assistant positions located within the Executive Branch do not come within the scope of this review.  Consequently these positions are not discussed in this paper.

3.2.17 Roles and Responsibilities

3.2.17.1 Corporate Liaison Executive

The Corporate Liaison function is responsible for gathering information, regular reporting and responding to requests from DCITA and other government departments. 

The Corporate Liaison function also performs a number of ad-hoc tasks and projects for the CEO.

3.2.17.2 Corporate Liaison Assistant

The Corporate Liaison Assistant will be responsible for supporting the Executive Unit in their responsibilities.

3.2.18 Implementation Issues

· Determine reporting requirements for new AFC organisation.

· Communicate requirements with whole organisation.

· Build relationships with key staff in Sydney, Canberra, Melbourne and Brisbane offices.

Other Corporate Services Positions

3.2.19 New Organisational Structure






The above represents the remaining key roles within the Corporate Services Branch that would report to the Director. 

3.2.20 Roles and Responsibilities

3.2.20.1 Director of Corporate Services

This role remains similar to current position within the AFC.  This role continues to be the Chief Financial Officer for the AFC.

3.2.20.2 Corporate Services Administrator

This is a new role focussing on general administration within the corporate services function.  It will include elements such as budget management and dealing with general admin within the branch, with the aim of taking certain administrative workloads off the line managers so they can focus on service delivery to their clients, the CEO and operational branches.  This position will be responsible for co-ordinating the AFC internal audit plan and undertaking projects that cross over a number of corporate services functions. This position will also have responsibility for establishing a Corporate Services Forum, comprising representatives from each branch, through which corporate services policies, guidelines and procedures will be communicated.

3.2.20.3 Manager Risk Assurance

This is a new role with responsibility for co-ordinating the AFC’s preservation, risk management and fraud control plans.  This position will also undertake projects that cross over a number of corporate services functions.  Initially this officer will be responsible for assisting other corporate services sections, and in particular finance, in undertaking their integration work plans.  

3.2.20.4 Personnel Assistant to Director Corporate Services

Role remains similar to that of the current position.

3.2.21 Implementation Issues

No specific implementation issues, however these staff may well be required to assist various corporate services functions in their integration projects.

3.3 Archive Branch Administration

Through development of the new corporate services structure and consequent movement in certain activities, there is a requirement to redefine some of the roles, responsibilities and structures within the Archive Branch. Whilst the final structure of this section will need to be determined by the Director SSA, a suggested structure for the Operations and Business Section is shown below.











The staff within the current Digital and Information Technology Branch of SSA, not involved in the delivery of corporate wide ICT services will not be transferred to the Corporate Services Branch. These roles are primarily involved with business analysis and requirements definition for future system enhancements for archive specific systems. It therefore is important that they remain within the Archive Branch. 

The Archive Branch will require an Operations and Business Unit to carry out the various internal administration tasks associated with the running of the branch. An Operations and Business Manager, assisted by an Administrative Officer, will head this unit. The Operations and Business Manager will report to the Director of the Archives Branch and will play a leading role within the branch.  This position will have responsibility for co-ordinating the development of the Archives Branch’s input to the AFC’s Corporate Planning process. 

The position of Management Accountant has been created in recognition of the need for financial expertise within the Archive Branch. This position will be responsible for assisting with reporting, development of business cases, supporting the negotiation of commercial contracts, etc.  It will also work closely with the Manager Finance on organisation wide projects as required.  The Finance Officer will report to the Management Accountant and will have responsibility for a range of finance related tasks including petty cash, banking, receipting etc.

The new role of Administration Officer will provide operational support including assistance with Branch purchasing and assist the Operations and Business Manager in the development of branch business plans etc.

The Manager Mavis and Digital will report to the Operations and Business Manager and will be responsible for the ongoing development of the MAVIS system and digitisation, and other Archive specialist systems development.  It is expected that this position will have day-to-day responsibility for the AFC’s relationship with Wizard.

Implementation Plan

A number of the implementation issues associated with each area of the proposed corporate services structure have already been outlined.  In addition to these there are a number of generic activities that need to occur within each area, specifically:

· Development of new role descriptions for staff within each area;

· Consolidation of systems and policies.

Change management plans (including managing the human resources implications) are currently being developed by both AFC and SSA unit managers to ensure that the transition to the proposed corporate structure is implemented smoothly.  It is expected that these plans will be finalised by the end of January/early February 2004. 

During the course of our review we have identified some core issues associated with the merger and the introduction of a new corporate services function to serve the enlarged AFC.  These issues can be defined by specific activities that need to occur as outlined in the following table:

Activity
Project Owner
Target Date

Financial systems consolidation:  This will involve review of the chart of accounts and consolidation into a single Finance One application.  The formal transfer of financial operations into the new structure may have to be delayed until the systems are consolidated.  
Mgr Finance
1 July 2004

Development of Cost / Program Attribution Model: To support new chart of accounts and ongoing management reporting
Mgr Finance
1 May 2004

IT Strategic Issues Paper: Identification of key IT issues to be addressed together with indicative timeframes.  This would include factors such as establishment of a WAN or high speed link, approach to extension of the PRAXA contract etc.
Mgr TS
July 2004

IT Strategy:  Following appointment of the Manager Technology Services an IT strategy is required to be developed, building on the IT Strategic Issues paper. This should contain a definition of the intended desktop environment (PV/Mac), IT support model (outsource/in-house) and database product (Notes/Filemaker Pro).
Mgr TS
On-going

IT Network enhancement:  Short term development of the IT network is required to ensure there are high speed links between the main locations and that issues between the Mac vs PC environment do not significantly affect operations.
Mgr TS
1 May 2004

Enterprise Bargaining:  The current round of enterprise bargaining to bring together the certified agreements for AFC and SSA employees, is crucial in helping bring the organisations together. 
Director Corporate

Services
To be negotiated with union and staff reps.

HR Policy Review: Human resources is currently the most significant area of duplication between AFC and SSA policy.  A key role of the HR manager will be to ensure policies are reviewed and reissued to the entire organisation.
Mgr HR
On-going

HR System consolidation:  Movement of all staff onto single HR application (expect Aurion)
Mgr HR
1 July 2004

Review of Facilities:  Review of space requirements and use of interstate offices 
Mgr Facilities
1 July 2004

Records Management:  Development of strategy to manage records across the organisation and plan to implement a single integrated system as necessary.
Records Manager
1 July 2004

Legal Review: Harmonisation of standard contracts within AFC structure.
Mgr Legal
May 2004

Total Staff Numbers

The figures shown below compare the number and grade of corporate services staff in the two separate organisations with those in the proposed new structure.

Department
Current AFC
Current SSA
Total Current AFC & SSA
New Delivery Model

Corporate Services




Finance
4
5.5
9.5
7

HR
1
5.85
6.85
7

TS
4
-
4
9

Records Management
1.25
1.5
2.75
3

Facilities Management (including Office Services)
1.35
5.5
6.85
7

Legal Services
-
-
-
5

Corporate Liaison
-
1.8
1.8
- 

Reception
2.2
-
2.2
2.6

Special Projects
1
-
1
1

Management & Admin
2
-
2
3



Sub-total Corporate Services
16.8
20.15
36.95
44.6

PATS





Digital and IT
-
8
8
-

Sub-total PATS
-
8
8
-

Executive Branch




Legal Services
3
-
3
-

Corporate Liaison
1
-
1
2

Sub-total Executive Branch
4
-
4
2

Archives Branch




Operations and Business Unit (including Mavis and Digital)
-
-
-
9

Sub-total Archive Branch
-
-
-
9

Total
20.8
28.15
48.95
55.6

Department
Current AFC
Current SSA
Total Current AFC & SSA
New Delivery Model

SES
2
-
2
1

EL2
4
3
7
10

EL 1
3.6
5
8.6
11

APS 6
3
7.8
10.8
9

APS 5
4
4
8
10

APS 4
-
3.8
3.8
7

APS 3
1
4.55
5.55
5

APS 2
3.2
-
3.2
2.6

Total
20.8
28.15
48.95
55.6

Admin Officer (APS 4)





Corporate Liaison (EL 2)





CEO





Corporate Services Admin (EL 1)





PA to Director Corporate Services (APS 5)





Director Corporate Services  (SES Band 1)





Management Acct  (EL 1)





Mgr Finance (EL 2)





Facilities Officer 


(APS 6)





Mgr Legal Affairs (EL 2) 





Assistant Accountant (APS 6)





Legal Assistant/Rights Officer (APS 5)





Legal Officer (EL 1)





Manager Risk Assurance (EL 2)





Mgr Facilities & Services 


(EL 2)





Perf Mgt and Training Co-ord (APS 3)





HR Policy & Projects Officer (APS 6)





Reception and Mail 


Melbourne (APS 2)





Reception and Mail 


Sydney (APS 2)


1 part-time and 1 full-time





Office Services Officer, Melb (APS 4)





Office Services Officer, Sydney (APS 5)





Facilities and Serv Assist (include mail) (APS 3)





Facilities & Services Officer (APS 5)





Facilities and Services Officer  (APS 4)





Asst Pay & Conditions (APS 3)





Asst Pay & Conditions (APS 4)





Payroll and Conditions Officer (APS 5)





Mgr Employee Services (EL1)





Legal Assistant


(APS 5)





Legal Officer (EL 1)





Mgr TS


(EL 2)





Mgr HR 


(EL 2)





Financial   Acct  (EL 1)





Accounts Officer (APS 3)





Accounts Officer (APS 3)





Finance Officer (APS 4)





Mgr Technology Services


(EL 2)





Database Asst (APS 6)





Database Manager 


(EL 1)





Network and Systems Administrator (APS 6)





Network, Systems and Services Manager (EL 2)





Database Developer (APS 6)





PRAXA





Manager IT Infrastructure 


(EL 1)





Records Co-ordinator Sydney


 (APS 5)





Records Co-ordinator Canberra


 (APS 5)





Technology Services Assistant  (APS 5)





Manager Recordkeeping (EL 1)





Database Developer (APS 6)





Manager Finance 


(EL 2)


Loc: Sydney





Management Acct  


(EL 1)


Loc: Sydney





Financial Acct  (EL 1)


Loc: Sydney





Assistant Accountant  (APS 6)


Loc: Sydney





Finance Officer


 (APS 4)


Loc: Sydney





Accounts Officer  


(APS 3)


Loc: Sydney





Accounts Officer  


(APS 3)


Loc: Sydney





Manager Human Resources 


(EL 2)


Loc: Canberra





Manager Employee Services


(EL 1)


Loc: Canberra





HR Policy & Projects Officer


(APS 6)


Loc: Canberra





Payroll & Conditions Officer


(APS 5)


Loc: Canberra





Perf. Mgt & Training Co-ord


(APS 3)


Loc: Canberra





Assistant Pay & Conditions 


(APS 4)


Loc: Canberra





Assistant Pay & Conditions


(APS 3)


Loc: Canberra





Manager Technology Services  


(EL 2)


Location: Sydney/Canberra





Account Mgr


PRAXA





Records Co-ordinator


(APS 5)


Loc: Sydney





Records Co-ordinator


(APS 5)


Loc: Canberra





Manager Recordkeeping


(EL 1)


Loc: Sydney





Database Manager


(EL 1)


Loc: Sydney





Network, Systems and Services Mgr


(EL 2)


Loc: Sydney





Manager, IT Infrastructure


(EL 1)


Loc: Canberra





Network & Systems Admin


(APS 6)


Loc: Sydney





Site Manager   PRAXA





4 PRAXA Staff


(on-site)





Database Developer (APS 6)


Loc: Canberra





Database Assistant


(APS 6)


Loc: Sydney





Database Developer (APS 6)


Loc: Canberra





Technology Services Assistant (APS 5)


Loc: Canberra





Office Services Officer, Melb


(APS 4)


Loc: Melbourne





Office Services Officer, Sydney


(APS 5)


Loc: Sydney





Facilities & Services Officer (APS 5)


Loc: Canberra





Reception and Mail, Melb�(APS 2)


Loc: Melbourne





Reception and Mail, Sydney �(APS 2)


 [1 part-time and 1 full-time]


Loc: Sydney





Manager Facilities & Services


(EL 2)


Loc: Canberra








Facilities and Services Officer (APS 4)


Loc: Canberra





Facilities Officer


(APS 6)


Loc: Canberra





Facilities & Services Assistant (including Mail) (APS 3)


Loc: Canberra








Chief Executive Officer








Legal Officer 


(EL 1)


Loc: Sydney





Legal Assistant/Rights Officer


(APS 5)


Loc: Canberra





Legal Officer


(EL 1)


Loc: Canberra





Manager Legal Affairs


(EL 2)


Loc: Sydney





Legal Assistant


(APS 5)


Loc: Sydney





Chief Executive Officer


Kim Dalton


Loc: Sydney





Corporate Liaison Executive


(EL 2)


Loc: Sydney





Corporate Liaison Assistant


(APS 4)


Loc: Sydney





Director Corporate Services 


(SES 1)


Loc: Sydney





PA to Director Corporate Services (APS 5)


Loc: Sydney





Corporate Services Administrator 


(EL 1)


Loc: Sydney





Manager Risk Assurance


(EL 2)


Loc: Canberra





Operations and Business Manager (EL2)





Manager Mavis and Digital


(EL2)





Administration Officer 


(APS 4)





Manager Digital Content (EL1)





Manager Mavis


(EL1)





Management Accountant 


(EL1)





Mavis Business Analyst (APS6)





Mavis Business Analyst (APS 5)





Finance Officer 


(APS 4)
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