
Classifications  
 

Note: The classification by the employer must be according to the skill level or levels required to 
be exercised by the employee in order to carry out the principal functions of the 
employment as determined by the employer. 

 

A.1 Level 1—Legal, clerical and administrative employee 

A.1.1 Characteristics 

(a) Employees at this level may work under direct supervision with regular checking, but 
may take the form of less direct guidance and some autonomy where working in 
teams is required. 

(b) Competency at this level involves the application of knowledge and skill to a limited 
range of tasks and roles. There is a specified range of contexts where the choice of 
actions required is clear. 

(c) Competencies are used within established routines, methods and procedures that 
are predictable and within which judgment against established criteria is involved. 

(d) An indicative training and vocational educational level for this level is Year 10 
standard. 

A.1.2 Generic skills 

Indicative typical duties and skills at this level may include: 

(a) Problem solving 

Identify and resolve problems by being able to: 

 identify routine problems; 

 identify and assess options; and 

 implement solutions. 

(b) Literacy 

Read and write routine texts. 

(c) Numeracy 

Use numbers in the workplace by being able to: 

 operate with numbers to complete routine tasks; 

 calculate numerical and related information to perform routine tasks; and 

 interpret and present numerical and related information to complete routine 
tasks. 



A.1.3 Core skills 

(a) Information handling 

(i) To handle mail to facilitate communication by being able to: 

 receive and distribute incoming mail; 

 receive and dispatch outgoing mail; and 

 collate and dispatch documents for bulk mailing. 

(ii) To handle information to maintain access to and security of records by being 
able to: 

 file documents; and 

 identify and retrieve documents. 

(b) Communication 

To process information to facilitate communication flow by being able to: 

 receive and relay oral messages; and 

 receive and relay written messages. 

(c) Enterprise/industry 

To apply knowledge of the enterprise/industry to complete routine administrative 
tasks, by being able to: 

 identify key functions and personnel/departments; and 

 apply office procedures. 

(d) Technology 

(i) To operate a range of office equipment to complete routine tasks by being 
able to: 

 select equipment to be used for tasks;  

 locate equipment to be used for tasks; and 

 operate equipment. 

(ii) To access and retrieve computer data using keyboard skills by being able to: 

 open files;  

 retrieve data;  

 close files; and 

 shut down equipment. 



(e) Organisational 

To follow established work schedules to achieve designated group/section goals by 
being able to plan and organise personal daily work routine. 

(f) Team 

To participate in a team to achieve designated tasks by being able to complete 
allocated tasks. 

(g) Business/financial 

To record and prepare financial documentation for cash flow and accounting records 
by being able to: 

 record petty cash transactions;  

 prepare banking documents; and 

 prepare business source documents. 

(h) Legal 

Not applicable at this level. 

A.2 Level 2—Legal, clerical and administrative employee 

A.2.1 Characteristics 

(a) Employees at this level may work under routine supervision with intermittent 
checking, but this checking may take the form of general guidance and considerable 
autonomy where working in teams is required. Responsibility for some roles and co-
ordination within a team may be required. 

(b) Competency at this level involves the application of knowledge and skills to a range 
of tasks and roles. There is a defined range of contexts where the choice of actions 
required is usually clear, with limited complexity in the choice. 

(c) Competencies are used within established routines, methods and procedures, in 
some cases involving discretion and judgment about possible actions. 

(d) An indicative training and vocational educational level for this level is Year 11 
standard. 

A.2.2 Generic skills 

As per Level 1. 

A.2.3 Core skills 

As per Level 1, together with the following: 

(a) Information handling 

Process information to provide access to current records, by being able to: 

 update and modify existing organisational records; and 



 remove inactive and dead files. 

(b) Communication 

Process and respond to information to facilitate communication flow by being able 
to: 

 respond to incoming telephone calls;  

 make telephone calls; and 

 draft simple correspondence. 

(c) Enterprise/industry 

(i) Respond to and act upon internal/external enquiries to promote the products 
and services of the organisation by being able to: 

 provide information from own function area;  

 re-direct enquiries; and 

 undertake follow up action where required. 

(ii) Receive visitors to ensure a positive image of the organisation is presented by 
being able to: 

 greet visitors; and 

 attend to visitors’ needs. 

(d) Technology 

(i) Operate a range of office equipment to complete non-routine tasks by being 
able to: 

 operate equipment; and 

 identify and/or rectify minor faults. 

(ii) Edit computer data using keyboard skills by being able to: 

 open files;  

 edit information;  

 save and exit; and 

 shut down equipment. 

(iii) Produce simple documents using keyboard skills by being able to document 
from written text using standard format. 

(e) Organisation 

Establish own work schedule to achieve designated group/section goals by being 
able to organise own work schedule. 



(f) Team 

Participate in allocation and completion of team tasks by being able to: 

 participate in identifying tasks for team;  

 complete own tasks; and 

 assist others to complete (team) tasks. 

(g) Business/financial 

Process financial documentation for cash flow and accounting records by being able 
to: 

 reconcile invoices for payment to creditors;  

 prepare statements for debtors;  

 enter payment summaries into journals; and 

 post journals to ledgers. 

(h) Legal 

Not applicable at this level. 

A.3 Level 3—Legal, clerical and administrative employee 

A.3.1 Characteristics 

(a) Work is under limited supervision with checking related to overall progress, but may 
take the form of broad guidance and autonomy where working in teams is required. 
Responsibility for the work of others may be involved, and team co-ordination may 
be required. 

(b) Competency at this level involves the application of knowledge with depth in some 
areas and a broad range of skills. There is a range of tasks and roles in a variety of 
contexts, with some complexity in the extent and choice of actions required. 
Competencies are used within routines, methods and procedures where some 
discretion and judgment is required in selection of equipment, work organisation, 
services, actions and achieving outcomes within time constraints. 

(c) An indicative training and educational level for this level is the Trade Certificate or 
equivalent TAFE/Year 12 standard. 

A.3.2 Generic skills 

As per Levels 1 and 2, together with the following: 

(a) Problem solving 

Identify, clarify and resolve problems by being able to: 

 identify non-routine problems;  

 clarify the nature of the problem;  



 investigate options and decide on the appropriate course of action;  

 implement solutions;  

 evaluate and report on effectiveness of solutions and related outcomes;  

 assist others to identify and resolve problems in the workplace; and 

 report on effectiveness of solutions and related outcomes. 

(b) Literacy 

 write non-routine texts; and 

 read non-routine texts. 

(c) Numeracy 

Use numbers in the workplace by being able to: 

 operate with numbers to complete non-routine tasks;  

 calculate numerical and related information to perform non-routine tasks; and 

 interpret and present numerical and related information to complete non-routine 
tasks. 

A.3.3 Core skills 

As per Levels 1 and 2, together with the following: 

(a) Information handling 

Maintain information records system to ensure integrity of system by being able to: 

 assemble new files;  

 identify and process inactive and dead files; and 

 record documentation movements. 

(b) Communication 

(i) Collect and provide information to facilitate communication flow by being able 
to: 

 respond to telephone, oral and written requests for information; and 

 draft routine correspondence in response to a need or request. 

(ii) Transcribe oral instructions by writing shorthand notes for the production of a 
text by being able to take dictation. 



(c) Enterprise/industry 

(i) Provide information and advice to promote the products/services of the 
organisation by being able to: 

 clarify specific needs of a client;  

 provide information and advice; and 

 follow up. 

(ii) Process client complaints to ensure the goals of the organisation are met by 
being able to: 

 clarify the nature of the complaint;  

 identify options for resolution; and 

 act to resolve the complaint. 

(d) Technology 

(i) Co-ordinate the use of a range of office equipment to complete complex tasks 
by being able to: 

 operate equipment; and 

 maintain equipment. 

(ii) Organise the copying, collating and binding of documents by being able to: 

 select appropriate media;  

 copy and collate documents; and 

 distribute documents. 

(iii) Produce complex documents using keyboard skills by being able to: 

 establish document structure;  

 produce documents; and 

 shut down equipment. 

(e) Organisational 

Organise schedules to achieve agreed group/section goals by being able to: 

 co-ordinate own work routine with others;  

 make and record appointments on behalf of another; and 

 make travel and accommodation bookings in line with given itinerary. 



(f) Team 

Negotiate with team members to allocate and complete tasks to achieve group goals 
by being able to: 

 clarify tasks to achieve group goals;  

 negotiate allocation of tasks; and 

 monitor completion of allocated tasks. 

(g) Business/financial 

(i) Monitor records of income and expenditure for budgetary records by being 
able to: 

 reconcile accounts to balance; and 

 prepare bank reconciliations. 

(ii) Monitor cash control accounting purposes by being able to: 

 document and lodge takings at a bank;  

 receive and document payments/takings;  

 dispatch statements to debtors;  

 follow up and record outstanding accounts; and 

 dispatch payments to creditors. 

(iii) Monitor stock levels for control purposes by being able to maintain stock 
control records. 

(h) Legal 

An understanding of the basic structures of the relevant State or Territory legal 
system by being able to: 

 locate the major legal institutions and process standard legal procedures; 

 operate within the information channels and procedures of the institutions; and 

 exhibit a basic understanding of areas of law for the purposes of information flow 
and referral. 

A.4 Level 4—Legal, clerical and administrative employee 

A.4.1 Characteristics  

(a) The employee may be required to work without supervision, with general guidance 
on progress and outcomes sought as required. The work of others may be 
supervised or teams guided or facilitated. Responsibility for and limited organisation 
of the work of others may be involved. 



(b) Competency at this level involves the application of knowledge with depth in some 
areas and a broad range of skills. There is a wide range of tasks and roles in a variety 
of contexts, with complexity in the range and choice of actions required. 

(c) Competencies are used within routines, methods and procedures where discretion 
and judgment is required, for both self and others, in planning and selection of 
equipment, work organisation, services, actions and achieving outcomes within time 
constraints. 

(d) An indicative training and vocational educational level for this level is TAFE Advanced 
Certificate. 

A.4.2 Generic skills 

As per Levels 1, 2 and 3 together with the following: 

(a) Problem solving 

Identify, clarify and resolve problems by being able to: 

 identify problems;  

 clarify the nature of the problem;  

 determine criteria for optimal solution;  

 implement solution;  

 evaluate and report on effectiveness of solution and related outcomes; and 

 assist others to identify, clarify and resolve problems in the workplace. 

(b) Literacy 

 compose routine and non-routine texts; and 

 read and analyse routine and non-routine texts. 

(c) Numeracy 

Use numbers in the workplace by being able to: 

 operate with numbers to establish procedures;  

 calculate numerical and related information to establish procedures; and 

 interpret and present numerical and related information to establish procedures. 

A.4.3 Core skills 

(a) Information handling 

Manage an established records management system to ensure integrity of the 
system by being able to: 

 maintain existing filing arrangements;  



 ensure distribution of files and records;  

 maintain security of filing system; and 

 train staff. 

(b) Communication 

(i) Organise and provide information to facilitate communication flow by being 
able to: 

 receive and process a request for information;  

 identify information sources; and 

 compose reports/correspondence. 

(ii) Transcribe oral instructions by writing shorthand notes for the production of a 
text by being able to take dictation. 

(c) Enterprise/industry 

Provide advice in order to meet current and anticipated client requirements by being 
able to: 

 identify current client requirements;  

 provide information on current service provision and resource allocation within 
area of responsibility; and 

 identify trends in client requirements. 

(d) Technology 

(i) Produce complex documents, reports and work sheets using keyboard skills by 
being able to: 

 determine presentation and format documentation;  

 produce documents; and 

 shut down equipment. 

(ii) Operate computer equipment to maintain storage media and filing system by 
being able to: 

 maintain storage media;  

 maintain filing system;  

 shut down equipment; and 

 train others in the use of office equipment. 

(iii) Operate and maintain computer printers by being able to: 

 set printers for document requirements; and 



 maintain printers. 

(e) Organisational 

(i) Manage appointments to achieve identified goals by being able to: 

 manage a diary on behalf of another/others; and 

 assist with appointment preparation and follow up. 

(ii) Plan business trips and associated itinerary for management/executive to 
ensure effective use of time management principles by being able to: 

 organise business itinerary; and 

 identify credit facilities. 

(iii) Plan meetings to enable the stated objectives of the meeting to be met by 
being able to: 

 prepare documentation for meetings;  

 make meeting arrangements; and 

 record minutes of meetings. 

(f) Team 

Manage the team to ensure team goals are achieved by being able to: 

 plan work for the team;  

 allocate tasks to members of the team;  

 monitor team performance; and 

 provide training for team members. 

(g) Business/financial 

Produce end of period reports for cash flow projections and budgetary records by 
being able to: 

 prepare financial reports;  

 undertake and document costing procedures; and 

 draft financial forecasts/budgets. 

(h) Legal 

An understanding and appreciation of the structures of the relevant State or 
Territory legal system by being able to: 

 acquire and apply a limited knowledge of professional legal functions under direct 
supervision as a clerk by being able to interview clients, draft (for checking) 
documents and instructing on standard legal matters; and 



 exhibit a basic understanding of different areas of law as they are dealt with, 
within the firm or between firms or between the firm and legal institutions for 
means of referral. 

A.5 Level 5—Legal, clerical and administrative employee 

A.5.1 Characteristics 

(a) An employee at this level may work under broad guidance. The work of others may 
be supervised or teams guided. Responsibility for the planning and management of 
the work of others may be involved. 

(b) Competency at this level involves the self-directed application of knowledge with 
substantial depth in some areas and a range of technical and other skills to tasks, 
roles and functions in both varied and highly specific contexts. 

(c) Competencies are normally used independently and both routinely and non-
routinely. Judgment is required in planning and selecting appropriate equipment, 
services, techniques and work organisation for self and others. 

(d) An indicative training and vocational education level for this level is part 
achievement of Associate Diploma at TAFE or tertiary level (or equivalent). 

A.5.2 Generic skills 

As per Levels 1, 2, 3 and 4. 

A.5.3 Core skills 

As per Levels 1, 2, 3 and 4 together with the following: 

(a) Information handling 

Establish a records system to ensure integrity of system by being able to: 

 determine the needs of the organisation;  

 select appropriate system;  

 implement new/improved system; and 

 provide staff training. 

Establish and maintain library resource collection by being able to: 

 store publications;  

 update incoming publications; and 

 circulate publications. 

(b) Communication 

Initiate research and prepare information to facilitate communication flow by being 
able to: 

 identify need for documents; 



 identify need for research; 

 obtain data from external sources; 

 prepare drafts; and 

 produce reports. 

(c) Enterprise/industry 

Provide advice on response to the changing environment in order to achieve 
organisational goals by being able to: 

 analyse changes to the internal/external environment which impact on the role of 
the department or enterprise;  

 assist with the development of options for future strategies; and 

 assist with planning to match future requirements. 

(d) Technology 

Manage the design and development of documents, reports and work sheets by 
being able to: 

 identify document requirements; and 

 design document format. 

Establish, maintain and supervise a small network by being able to: 

 establish a small network;  

 maintain a small network;  

 assist network users;  

 shut down network equipment; and 

 train network users. 

(e) Organisational 

Plan and manage meetings to achieve identified group/section goals by being able 
to: 

 organise meetings; and 

 conduct meetings on behalf of management. 

Plan and manage conferences on behalf of management to achieve identified goals 
by being able to: 

 plan conferences;  

 organise conferences;  



 promote conferences; and 

 co-ordinate conference proceedings. 

(f) Team 

Manage the team to ensure team achievements reflect identified enterprise 
objectives by being able to: 

 clarify the link between goals of the team and goals of the enterprise;  

 plan and allocate work for the team;  

 monitor team performance;  

 evaluate achievements of team; and 

 organise training for team. 

Participate in staff selection to ensure team goals are achieved by being able to: 

 identify requirements for new team positions;  

 draft job vacancy advertisements;  

 select staff; and 

 employ staff. 

(g) Business/financial 

Manage payroll records for employee salaries and statutory record keeping purposes 
by being able to: 

 prepare payroll data;  

 process payment of wages and salaries; and 

 administer PAYG salary records. 

(h) Legal 

Acquire and apply a working knowledge of the structures and methods of the 
relevant State or Territory legal system by being able to: 

 understand and participate in, under supervision, the processes of major legal 
institutions;  

 display an understanding of areas of law and legal procedures for resolving 
matters referred to the employee, subject to general and procedural supervision; 
and 

 initiate routine legal procedures and documentation. 
 


