
 

 

POSITION DESCRIPTION 

1. POSITION DETAILS  

Position Title: Information Access Analyst  

Division: Workforce and Information Services 

Unit: Data & Information Management 

Management Level: Worker 

2. ORGANISATIONAL RELATIONSHIPS 

Position Title of Supervisor:  

Information Access Team Leader 

Titles of positions which report to this position: 

No positions report to this position 

Contractors for which this position is responsible: 

Contractors may report to this position from time to time 

3. PRIMARY PURPOSE OF POSITION 

The primary purpose of this position is to make a significant contribution to the 
City’s public access to information and open data operations and procedures 
in order to achieve continual improvement and sustainable growth in the 
application of freedom of access and transparency principles to the City’s 
information and data.  

The position implements effective public access to information practice in the 
Information Access Team under the City’s established administrative 
processes, as well as the Government Information (Public Access) Act 2009 
(GIPA Act) and associated legislation. 

The position provides specialised advice to staff and external parties on access 
to information and open data matters. 

4. POSITION OBJECTIVES 

The objectives of the position are to: 

 Provide authoritative specialised input on all aspects of access to information, 
open data, relevant legislation, policy, procedure and practice 

 Build the City’s compliance with the Government Information (Public Access) 
Act 2009 

 Build the City’s open data function 

 Provide excellent customer service to internal and external customers while 
being practical and efficient to ensure fair allocation of time. 

 Ensure that public information access requests and subpoenas are dealt with 
consistent with the City’s established information access processes, and, 
where relevant, with the Government Information (Public Access) Act 2009 
(GIPA Act), the Privacy and Personal Information Protection Act 1998 (PPIP 
Act), and the Copyright Act 1968. 

 Bring subject matter expertise to the City’s information access processes. 
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 Build and maintain relationships with City Divisions to facilitate the location and 
provision of information to the Information Access Team. 

 Participate in the delivery of educational and awareness programs to build staff 
knowledge and capability across the City in information access, subpoena and 
open data matters  

 Be held accountable for working conditions under the control of the position 
and for detecting any unsafe or unhealthy conditions or behaviour and to take 
immediate steps to investigate and rectify any risks to health, safety and 
welfare arising from any activity. 

5. POSITION ACCOUNTABILITIES 

 Help develop, implement, maintain and review City policy, corporate standard, 
systems and procedures relating to information access and open data to 
support the City’s information access, open data and subpoena processes, and 
legislative compliance with the GIPA Act, PPIP Act, and copyright principles. 

 Provide analysis, advice, advocacy and education to help develop strategic, 
coordinated, compliant and risk appropriate approaches and continual 
improvement strategies relating to information access and open data 

 Research, analyse and compile information for release and formulate 
responses to requests for information, including draft notices of decision under 
section 58 of the Government Information (Public Access) Act 2009 and 
delivery of information subject of subpoenas to court within required 
timeframes. 

 Develop the City’s capability in open data and in understanding the legislative 
and operational enablers within government and between government and the 
private sector to manage and share open data 

 Seek to create an engaged open data community of staff, researchers and 
citizens interested in growing the City’s open data function and expounding its 
potential to various audiences 

 Identify City datasets suitable for open data, and influence data owners towards 
publication where appropriate, in order to grow the number of open data sets 
published by the City of Sydney 

 Be an open data story teller and collector, sharing stories of successful 
programs and outcomes and establishing databases or repositories to capture 
them 

 Conduct auditing and data maintenance activities for information access and 
open data and produce reports on focus and improvement areas including 
creation, access, usage, modification, quality, and security 

 Apply to information access decisions copyright, security and confidentiality 
principles and also the information protection principles of the PPIP Act 
concerning limits on disclosure of personal information. 

 Build and maintain strong relationships with relevant staff in other Divisions to: 

o help Divisions find and provide to the Information Access Team, fully and 
within time-frames, information identified in formal and informal information 
access requests 

o facilitate a more proactive approach to the management and release of 
City information 
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 Provide support as required to the Information Access Team Leader when 
exercising delegation from the Chief Executive Officer under the GIPA Act. 

 Provide support as required to the Information Access Team Leader when 
coordinating the City’s response to GIPA Act internal and external reviews. 

 Participate as required in ensuring City compliance with reporting requirements 
under the GIPA Act and Regulation. 

 Deal with incoming third party consultation requests under the GIPA Act from 
other public sector organisations. 

 Participate as required in projects and operational changes for further 
improvement of the City’s public information access services. 

 Participate as required in the delivery of educational and awareness programs 
to build staff knowledge of and capability in information access. 

 Comply with and keep abreast of the literature and any relevant legislation 
applicable to the performance of the duties of this position.  

6. WORK HEALTH & SAFETY RESPONSIBILITIES  

Workers have an active role to play in the Safety Management System 
(SMS). Workers have the following responsibility, authority and accountability: 

 Working safely so as not to put yourself or others at risk 

 Stopping work in circumstances that are deemed an immediate risk to health 
and safety until a satisfactory solution is agreed/implemented 

 Cooperating and complying with safe work method statements, policies and 
procedures and participating in their development 

 Reporting all accident, incidents and hazards to your supervisor immediately 
and participating in accident/incident investigation and risk management 
activities 

 Attending WHS training 

 Complying with the requirements of the City’s Return to Work program. A full 
list of WHS responsibilities and accountabilities are available within the City’s 
SMS document; Responsibility, Authority and Accountability (RAA) Matrix. 

7. AUTHORITY TO ACT 

The position will act under the general guidance of the Information Access 
Team Leader but will be expected to act with independence and initiative and 
to apply interpretive judgement. 

The incumbent has significant autonomy in liaising with internal and external 
stakeholders and has the authority to take any reasonable steps to ensure the 
smooth flow of operations, providing actions are consistent with the 
responsibilities of the position and subject to any limitations, information 
management related legislation, corporate policies and procedures. 

All personnel have the power to stop work in circumstances that are deemed 
an immediate risk to health and safety until a satisfactory resolution is agreed 
/ implemented. Such circumstances may include life threatening situations or 
those that could result in loss of limb or other significant lost time injury. 
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8. ESSENTIAL CRITERIA  

 Tertiary qualifications in Information Management, Governance, public 
administration or related discipline, or the equivalent knowledge and 
experience gained by practical application over a sustained period of time 

 Significant knowledge and demonstrated working experience in public 
sector roles in a complex environment as an information access 
practitioner 

 Knowledge and demonstrated experience in the field of open data 

 Experience and skill in using the HPE Records Manager records 
management system or equivalent 

 Experience and skill in using business systems and desktop applications to 
compile and present information. 

 Excellent written and verbal communication and interpersonal skills with 
the ability to communicate and work with City staff and the City’s 
customers and community in a professional and constructive manner. 

 Excellent organisation and administration skills to meet strict deadlines and 
competing priorities including processing multiple customer requests 

 Experience in applying analytical thought, independent and interpretive 
judgement and initiative in dealing with a range of highly complex and 
detailed operational and conceptual problems and tasks 

 Capacity to support and foster a culture that promotes good information 
access practices and open data initiatives to respond to emerging 
management and technology trends impacting on information access and 
open data 

 Knowledge of the City’s organisational structure and business activities 

 Demonstrate a commitment to Equal Employment Opportunity, Workplace 
Health and Safety and Cultural Diversity principles 

9. DESIRABLE 

 Experience as a senior information access practitioner in a large NSW 
Council environment 

 Detailed knowledge of the standards and guidance provided to agencies 
under the GIPA Act and experience in establishing procedures, processes 
and training to assist in organisational compliance with those standards 


