
 
 

 
 

Data & Quality Improvement Officer 

Contract type Full time, fixed-term to 30 June 2025 

Salary range CP3.4 $78,006, plus superannuation 

Location 
Redfern nominally; Hybrid working available – Work from home or other ALS 
office 

Submit applications 
to Sam George, Strategic Data Manager at E: sam.george@alsnswact.org.au  

Applications close COB Friday 10 February 2023 

Recruitment notes The successful applicant may need to have a willingness and ability to travel to 
regional and metropolitan locations, conferences (local and interstate) and events. 
This may include overnight stays.  

All ALS employees are required to be fully vaccinated against COVID-19 due to 
workplace safety obligations. 

Due to the nature of our work many of our positions require employee’s to obtain 
and maintain a satisfactory Working with Children Check (NSW) or Working with 
Vulnerable People (ACT), National Police Check and a Criminal History Police Check.  

The position offered to the employee may be subject to the employee’s acceptable 
Police Checks and the ability to obtain a Working with Children Check. 

Employee benefits 

Salary packaging 

 

At the time of advertising, the ALS is deemed to be a Public Benevolent Institution. 
As a result, the ALS currently offers the option of salary packaging a portion of an 
employee’s salary.  

Salary packaging allows employees to elect an amount, up to the annual Australian 
Taxation Office limit (currently $15,900 per FBT year), to be deducted from their 
before tax salary.   

Salary packaging benefit is dependent on the employee’s personal circumstances, 
the ALS cannot provide financial advice.  

Application sections 
and checklist 

Please make sure you have completed all the requirements of the application.  

1. Completed ALS Application Form (page 2) 

2. Cover Letter stating how you meet the selection criteria (page 5) 

3. Your current Resume  

4. A copy of your current driver’s license  

5. A copy of your Covid-19 Vaccination Certificate(s) 

Incomplete applications will not be accepted.  

Position Description The Position Description can be found at the end of this document.  



 
 

 
 

 ALS Employment Application Form  

This form must be completed by all applicants.  

By submitting this application, you are acknowledging that the information provided on this form 

and in the attached documents is true and correct.  

First name  

Last name  

Preferred name  

Phone number   

Email address   

Residential address 

(optional) 

 

Do you identify as Aboriginal 
or Torres Strait Islander? 

Yes        Aboriginal                                                       No 

              Torres Strait Islander 

              Aboriginal & Torres Strait Islander 

Have you attached a copy of 
your current drivers’ licence?  

Yes                       No 

 

Due to the nature of our work many of our positions require Employee’s to obtain and maintain a 
satisfactory Working with Children or Vulnerable Persons Check, National Police Check and a 
Criminal Police Check.  

Do you consent to 
undertaking a Police Check? 
Please note that not all items 
which appear on a Police 
Check will prevent a person 
from obtaining employment. 

Yes                       No 

 

Do you consent to obtaining a 
Working with Children Check 
(NSW) if required 

Yes                  No 

 

If held: WWCE                                               Expiry date: 

How did you hear about this 
position? For example: ALS 

Website, Facebook, ALS 
Employee, Ethical Jobs, Koori 
Mail, Community Notice Board 
etc   

 

 

  

  

  



 
 

 
 

 POSITION DESCRIPTION   
DATA & QUALITY IMPROVEMENT OFFICER 

FULL-TIME, FIXED TERM to 30 JUNE 2025 

PRIMARY OBJECTIVE 

The position of the Data & Quality Improvement Officer is to ensure that the ALS can produce 

consistent high-quality client data reports or other reports and analysis for internal decision making 

and external reporting compliance purposes. 

The Data & Quality Improvement Officer will have the ability to design and deliver training and support 

on the client database management system to users within the organisation, especially those involved 

in data entry in each office across NSW and ACT. 

 

REPORTING RELATIONSHIPS 

Duties are performed under the ultimate guidance and direction of the Chief Executive Officer (CEO). 

The position reports directly to the Strategic Data Manager or their delegate. This position plays an 

important role within the ALS shared services function and will be required to work closely and 

collaboratively with the broader team.  

 

ORGANISATIONAL ENVIRONMENT 

The ALS is an Aboriginal owned and an Aboriginal community-controlled organisation (ACCO) which 

is incorporated, limited by guarantee and a registered charity.  

The ALS provides culturally appropriate information and referral, legal advice and representation to 

Aboriginal and Torres Strait Islander people including children in NSW and the ACT. It is committed 

to achieving justice for Aboriginal and Torres Strait Islander people and their communities. The ALS 

does this by ensuring it remains committed to being community focused, being fearless in its 

advocacy, accountable, and ethical and aiming to make a difference to create better futures, while 

also acknowledging and respecting Aboriginal values and cultural practices. 

 

KEY COMMUNICATIONS 

This position requires a hands-on, practical and flexible approach to problem solving, and excellent 

communication, facilitation and organisational skills and the ability to act autonomously and within a 

team environment. 

Internal:  The position holder will liaise closely with Legal Practice Managers, Managing Solicitors, 

Regional Administration Coordinators, other shared services functions including IT and ALS 

Administration Officers and Field Officers on a regular basis. 

External:  Externally the position holder will be required to establish and maintain relationships with 

a diverse range of stakeholders.  



 
 

 
 

KEY RESPONSIBILITIES AND ACCOUNTABILITIES  

Perform responsibilities to a high standard within agreed timelines and in line with ALS vision, 

mission and values. 

Key responsibilities include, but are not limited to: 

• Developing an understanding of Aboriginal and Torres Strait Islander communities and to 

applying this understanding in providing a culturally competent service to our internal and 

external stakeholders 

• Developing and ensuring a clear understanding of the National Legal Assistance Data 

Standards Manual, and any other relevant data requirements within the organisation 

• Support the development of ALS position on current and proposed policy changes to the 

data standards 

• Assist in compliance with data and other file management protocols 

• Utilising systems and technology which have a significant impact on the legal practice 

including adapting to new, and enhancing the use of current, systems and technology 

• Developing and implementing systems and processes to effectively balance the 

requirements of demanding and challenging workloads 

• Assist in mapping, analysing, and presenting accurate, reliable and timely reports to meet 

internal and external requirements and expectations 

• Assist in the coordination (on an organisational basis) the accurate and relevant input, 

collection, review, analysis, storage and maintenance of client service data for reporting to 

internal and external stakeholders 

• Identifying and addressing client database management system inefficiencies and failures, 

proactively creating solutions to meet organisational needs 

• Reviewing internal guidelines and practices to ensure compliance with all relevant internal 

and external requirements 

• Promoting the reuse of standardised data names, definitions, elements and values 

• Disseminating information to database users across the organisation:  

o recognising and rectifying data anomalies 

o providing feedback to users to improve quality data input 

o organisation standards, procedures and guidelines related to data management 

• Communicating in a clear, supportive, and professional manner with both internal and 

external parties 

• Providing training and support services to employees who use the client database (currently 

CMS) 

• Working collaboratively as a team member and contributing to a supportive team 

environment, through open and respectful communication 

• Providing confidential feedback to the Executive, when requested, regarding the 

achievement of Data Collection Compliance and other quality reporting targets relative to 

data management 

• Maintaining strict confidentiality 



 
 

 
 

• Demonstrating continuing respect and support for Aboriginal cultural practices in dealing 

with clients, their families, communities, directors and staff.  Continuing to learn about the 

customs and history of local Aboriginal and Torres Strait Islander communities 

• Ensuring all duties and activities are carried out in an ethical manner, complying with ALS 

policies, procedures and any other applicable guidelines or legislation 

• Travelling to regional and interstate locations for work purposes (an inherent requirement of 

the job is the ability to independently travel to regional locations for work purposes if 

required. The ALS is an Equal Opportunity Employer and will consider reasonable adjustments 

where an employee cannot meet this requirement) 

 

KNOWLEDGE, SKILLS AND EXPERIENCE  

Essential Criteria 

To be successful in this position you will need to demonstrate: 

• Knowledge and appreciation of the cultural and social needs of Aboriginal people combined 
with continuing respect and support for Aboriginal cultural practices when considering service 
delivery and other support for clients, their families, communities, and staff 

• Knowledge and understanding of the workings of client database systems; its uses and 
capabilities and the relationship with service delivery and reporting 

• Experience with one or more data visualisation tools (Power BI, Tableau, Qlik, etc.)  

• Ability to work well in a fast-paced environment with a positive attitude 

• Assist in building reports and dashboards that work reliably for the business and are accurate 

• Attention to detail to consistently deliver high quality output 

• Excellent problem-solving and troubleshooting skills and ability to think creatively 

• Ability to undertake or contribute to database improvements, upgrades, and other database 
related projects 

• Ability to create high quality, relevant and compliant reports 

• Ability to identify, proactively seek feedback on, and rectify system usage challenges, 
promoting quality improvement across the organisation 

• Experience in planning and coordinating data collection from multiple sites, reviewing and 
extracting client data reports for a range of internal and external stakeholders 

• Communicate effectively with all stakeholders on database reports and compliance issues 

• Demonstrate ability to provide hands on or remote support and on-job training with respect 
to the client database with team members across NSW/ACT 

• Highly developed interpersonal and influencing skills and excellent oral and written 
communication skills 

• The ability to work autonomously and in a team environment, applying sound judgement 

Desirable Criteria 

• Experience in data cleansing and migrating data from server-based to a cloud-based 
environment highly regarded, as is experience working with Microsoft Office 365 

• Experience working in a not-for-profit community organisation 

 


