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Role Scope 

Team Member, Operational Support, Investigative Assistant 

AFP appointees contribute to the achievement of outcomes in accordance with the regulatory 
framework, the AFP Code of Conduct and the AFP Governance Instruments.  

Operational Support assists AFP business through the provision of a variety of support 
functions to operational tasks.  This work may include: 

• Undertaking a range of operational support tasks;
• Undertaking project or minor research work to support AFP business;
• Utilising AFP systems to interrogate, input, collate and retrieve data;
• Maintain office and other equipment as required;
• Making sound decisions and achieving outcomes;
• Complete routine financial transactions, purchasing of office supplies;
• Ability and willingness to work flexibly across a number of functional portfolios when

required.

Role Scope 

The role is an Investigative Assistant.  This role predominantly provides operational support 
to an Operations team and undertakes a range of administrative activities.  Proficiency in 
Microsoft Office products and possessing sound organisational skills is required. 

Essential Requirements 

• Security clearance at Negative Vetting (Secret) level
• Current Drivers Licence

Selection Criteria 

1. Organising your work, making sound decisions and achieving outcomes.
2. Communicating and working effectively with other people.
3. Applying technical knowledge, expertise and skills.
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Executive Briefing 

 

 

Addressee C-IOL 

Title Progress of the Future Investigations Team Model project 

Action required: 

For information. 

Deadline: 

No deadline. 

Background: 

In April 2022, AC Learning & Development Command endorsed a scoping study to establish an 

understanding of the current operating environment as it relates to the investigative team structure 

and how unsworn staff currently, and potentially could, contribute to investigative outcomes 

(Annexure A). 

The aim of the project is to develop an evidence base to inform the organisation of what the 

potential roles and responsibilities within a ‘blended team’ model could look like. The project also 

aims to develop a learning continuum for Investigative Assistants (IA) to provide development 

opportunities and career pathway.  Workshops and interviews have commenced and will continue 

to be conducted at the Regional Commands and ACT Policing to contribute to an environment scan.   

In November 2022, Investigations Standards and Practice (ISP) briefed the Investigations 

Capability Advisory Group (Annexure B) on the progression of the project titled ‘Future 

Investigations Team Model’ (FITM).  The first phase is to conduct a literature review and 

engage with unsworn members, and their team leaders, working within investigation teams.  

Since December 2022, ISP has undertaken 34 interviews with IAs and Sergeants spanning across ACT 

Policing, EC3, Counter Terrorism, Op Ironside, Transnational Operations, Crime, ACCCE, 

Investigations & Specialist Training and ISP. Further interviews are scheduled in Northern Command 

in March, and Eastern and Southern Commands in April. Interviews with Western and Central 

Command members will be undertaken remotely. 

ISP is aware of similar initiatives being undertaken in Counter Terrorism, Cyber Crime and Criminal 

Assets Confiscation Taskforce.  ISP will engage with these areas to de-conflict and share learnings to 

support a nationally consistent approach. 
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Upon completion of the interviews, ISP will present an environment scan, outlining the learnings 

from the literature review and interviews.  An options paper, based on these learnings, will be 

progressed though the chain of command for consideration. 

It is anticipated that the options paper will be finalised by the end of November.Resource 

implications: 

Travel costs associated with travel to the regional commands as required.  Any costs associated with 

the development of a learning continuum will be included in the options papers once drafted. 

Recommendation: 

That you note progression of the project. 
 

Investigations Standards and Practices 

 

14 March 2023 
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                    ATTACHMENT A 

Draft role scopes for Investigative Assistants      

AFP Band 2 

Essential Requirements 

• A minimum Negative Vetting 1 (Secret) security clearance or the ability to obtain one 

• Must be an Australian citizen 

• Ability to learn to operate within legislative instruments 

Desirable Requirements 

• Sound interpersonal skills and the ability to liaise effectively at all levels both internally and 

externally, 

• Efficient and effective time management skills, attention to detail and the ability to prioritise 

tasks, 

• Sound written and verbal communication skills, 

• The ability to work calmly and effectively in a fast pace and dynamic operational environment, 

• Intermediate to advanced skills in Microsoft Office applications, 

• An understanding of the AFP’s Corporate objectives and priorities, including the importance 

of guidelines and procedures and requirement to follow accurately, 

• The ability to apply confidentiality, demonstrate good judgement and initiative; and  

• An understanding of the need for integrity, disclosure, and mandatory reporting. 

Roles 

Investigative Assistants (IA) contribute to keeping Australia safe by providing support to AFP 
operations and operational teams assisting them to achieve outcomes in accordance with regulatory 
frameworks.  
 
In this role you will undertake a range of operational support and administrative duties, including any 
or all of the following activities: 
 

• Operational Support tasks – including research, external enquiries, transcriptions, rostering 
arrangements, Major Incident Room (MIR) support, data entry, electronic brief preparation, 
scanning/photocopying, 

• Use of electronic police databases – including, input, collation and retrieval of data to support 
operational activity - e g. case creation, auditing of team cases, and assistance with case 
finalisation, 

• Performance Reporting and Quality Assurance Processes – including data quality reviews, 
dissemination of operational activity reports, operational and corporate compliance reports, 
and liaison with Corporate Services teams, 

• Administrative Support Tasks - including administration of team assets and equipment, 
liaising with interpreters, hospitality requests, event bookings, undertaking secretariat duties, 
and maintenance of phone/contact lists, 

• Property and Exhibits tasks– including data entry, continuity of exhibits during forensic 
procedures, assistance with the return of property, destruction of property, liaison with 
Forensics and the Property & Exhibits team.  

  
Selection Criteria  
  

• Organising your work, making sound decisions, and achieving outcomes.    

• Communicating and working effectively with other people.    

• Applying technical knowledge, expertise, and skills.   
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AFP Band 3 

Essential Requirements 

• A minimum Negative Vetting 1 (Secret) security clearance or the ability to obtain one 

• Must be an Australian citizen 

• Ability to learn to operate within legislative instruments 

• Qualification in investigations or other criminology related fields e.g. Cert IV Government 

Investigations or the ability to obtain one. 

Desirable Requirements 

• An awareness of investigative methods and legislative frameworks, 

• Effective, clear and concise communication, ability to engage with AFP partners, domestic 

and international law enforcement agencies, 

• Ability to show initiative, resilience, motivation and willingness to explore innovative and 

creative solutions, 

• Efficient and effective time management skills, attention to detail and the ability to prioritise 

tasks, 

• Effective written and verbal communication skills, 

• The ability to work calmly and effectively in a fast pace and dynamic operational environment, 

• Intermediate to advanced level skills in Microsoft Office applications and relevant technical 

knowledge, 

• The ability to apply confidentiality, consistently demonstrate using initiative, good judgement 

in decision making, considering options and making logical recommendations, and 

• A strong understanding of the need for integrity, disclosure and mandatory reporting. 

 

Roles 

Investigative Assistants (IA) contribute to keeping Australia safe by providing a high level of support 
to AFP operations and operational teams assisting them to achieve outcomes in accordance with 
regulatory frameworks.  

 
In this role you will undertake a range of operational support and administrative duties, including any 
or all of the following activities: 
 

• Assessing available information or evidence and determining appropriate Legislation or other 

responses with guidance and supervision, 

• Assisting investigations with guidance and under supervision, 

• Obtaining information from partners and other entities, 

• Assisting with the preparation of statements, affidavits, and requests for information to 

support investigations, 

• Assisting with search warrant activities, 

• Adhering to the information management protocols in accordance with AFP Functional 

Governance, 

• Developing skills in relation to investigations and undertake further training as part of a career 

development pathway, 

• Develop subject matter expertise relevant to the crime type. 

Selection Criteria  
  

• Organising your work, making sound decisions, and achieving outcomes.    

• Communicating and working effectively with other people.    

• Applying technical knowledge, expertise, and skills.   
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Draft role scopes for Investigative Assistants  

AFP Band 2 

Essential Requirements 

• A minimum Negative Vetting 1 (Secret) security clearance or the ability to obtain one 

• Must be an Australian citizen 

• Ability to learn to operate within legislative instruments 

Desirable Requirements 

• Sound interpersonal skills and the ability to liaise effectively at all levels both internally and 

externally, 

• Efficient and effective time management skills, attention to detail and the ability to prioritise 

tasks, 

• Sound written and verbal communication skills, 

• The ability to work calmly and effectively in a fast pace and dynamic operational environment, 

• Intermediate to advanced skills in Microsoft Office applications, 

• An understanding of the AFP’s Corporate objectives and priorities, including the importance 

of guidelines and procedures and requirement to follow accurately, 

• The ability to apply confidentiality, demonstrate good judgement and initiative; and  

• An understanding of the need for integrity, disclosure, and mandatory reporting. 

Roles 

Investigative Assistants (IA) contribute to keeping Australia safe by providing support to AFP 
operations and operational teams assisting them to achieve outcomes in accordance with regulatory 
frameworks.  
 
In this role you will undertake a range of operational support and administrative duties, including any 
or all of the following activities: 
 

• Operational Support tasks – including research, external enquiries, transcriptions, rostering 
arrangements, Major Incident Room (MIR) support, data entry, electronic brief preparation, 
scanning/photocopying, 

• Use of electronic police databases – including, input, collation and retrieval of data to support 
operational activity - e.g. case creation, auditing of team cases, and assistance with case 
finalisation, 

• Performance Reporting and Quality Assurance Processes – including data quality reviews, 
dissemination of operational activity reports, operational and corporate compliance reports, 
and liaison with Corporate Services teams, 

• Administrative Support Tasks - including administration of team assets and equipment, 
liaising with interpreters, hospitality requests, event bookings, undertaking secretariat duties, 
and maintenance of phone/contact lists, 

• Property and Exhibits tasks– including data entry, continuity of exhibits during forensic 
procedures, assistance with the return of property, destruction of property, liaison with 
Forensics and the Property & Exhibits team.  

  
Selection Criteria  
  

• Organising your work, making sound decisions, and achieving outcomes.    

• Communicating and working effectively with other people.    

• Applying technical knowledge, expertise, and skills.   
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AFP Band 3 

Essential Requirements 

• A minimum Negative Vetting 1 (Secret) security clearance or the ability to obtain one 

• Must be an Australian citizen 

• Ability to learn to operate within legislative instruments 

• Qualification in investigations or other criminology related fields e.g. Cert IV Government 

Investigations or the ability to obtain one. 

Desirable Requirements 

• An awareness of investigative methods and legislative frameworks, 

• Effective, clear and concise communication, ability to engage with AFP partners, domestic 

and international law enforcement agencies, 

• Ability to show initiative, resilience, motivation and willingness to explore innovative and 

creative solutions, 

• Efficient and effective time management skills, attention to detail and the ability to prioritise 

tasks, 

• Effective written and verbal communication skills, 

• The ability to work calmly and effectively in a fast pace and dynamic operational environment, 

• Intermediate to advanced level skills in Microsoft Office applications and relevant technical 

knowledge, 

• The ability to apply confidentiality, consistently demonstrate using initiative, good judgement 

in decision making, considering options and making logical recommendations, and 

• A strong understanding of the need for integrity, disclosure and mandatory reporting. 

 

Roles 

Investigative Assistants (IA) contribute to keeping Australia safe by providing a high level of support 
to AFP operations and operational teams assisting them to achieve outcomes in accordance with 
regulatory frameworks.  

 
In this role you will undertake a range of operational support and administrative duties, including any 
or all of the following activities: 
 

• Assessing available information or evidence and determining appropriate Legislation or other 

responses with guidance and supervision, 

• Assisting investigations with guidance and under supervision, 

• Obtaining information from partners and other entities, 

• Assisting with the preparation of statements, affidavits, and requests for information to 

support investigations, 

• Assisting with search warrant activities, 

• Adhering to the information management protocols in accordance with AFP Functional 

Governance, 

• Developing skills in relation to investigations and undertake further training as part of a career 

development pathway, 

• Develop subject matter expertise relevant to the crime type. 

Selection Criteria  
  

• Organising your work, making sound decisions, and achieving outcomes.    

• Communicating and working effectively with other people.    

• Applying technical knowledge, expertise, and skills.   
  

LEX 4726 Page 82

THIS D
OCUMENT IS

 R
ELE

ASED BY 

 THE AUSTRALIA
N FEDERAL P

OLIC
E U

NDER THE 

FREEDOM O
F IN

FORMATIO
N ACT 19

82



 
 

 

OFFICIAL 

OFFICIAL 

AFP Band 4 

Essential Requirements 

• Have a minimum of 3 years’ experience in investigations 

• Qualification in investigations or other criminology related fields e.g. Diploma of Government 

Investigations 

• A minimum Negative Vetting 1 (Secret) security clearance or the ability to obtain one  

• Ability to operate within a legislative environment. 

• Must be an Australian citizen 

Desirable Requirements 

• Demonstrated understanding of investigative methods and legislative framework and he 

ability to apply them, 

• Ability to effectively engage with AFP partners, domestic and international law enforcement 

agencies, 

• Strong initiative, tenacity, motivation and willingness to explore innovative and creative 

solutions, 

• Efficient and effective time management skills, attention to detail and the ability to prioritise 

tasks, 

• Strong written and verbal communication skills, 

• Consistently delivers on objectives within agreed timeframes and to agreed standards, 

• The ability to work calmly and effectively in a fast pace and dynamic operational environment, 

• Advanced level skills in Microsoft Office applications  

• The ability to apply confidentiality, show initiative, consistently demonstrate good judgement 

in decision making; and  

• A strong understanding of the need for integrity, disclosure and mandatory reporting, 

documenting evidence and making logical recommendations. 

Roles 

Investigative Assistants (IA) contribute to keeping Australia safe by providing a high level of support 
to AFP operations and operational teams assisting them to achieve outcomes in accordance with 
regulatory frameworks.  

 
In this role you will undertake a range of operational support and administrative duties, including any 
or all of the following activities: 
 

• Identify and use relevant and appropriate avenues of enquiry, assessing available information 

or evidence and determining appropriate legislation or other responses, 

• Undertake investigations, ranging in degrees of complexity with minimal guidance, 

• Obtain information from partners and other entities, 

• Prepare of statements, affidavits, requests for information to support investigations, 

• Assist with search warrant activities, 

• Attend court and give evidence as required, 

• Adhere to the information management protocols in accordance with AFP Functional 

Governance, 

• Practice skills in relation to investigations and undertake further training as part of a career 

development pathway, 

• Establishing and maintaining effective liaison with partners and stakeholders in both the 

Government, private sector, domestic and international law enforcement agencies; and  

• Assist with mentoring and developing the investigative capabilities of other team members. 
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Selection Criteria  
  

• Organising your work, making sound decisions, and achieving outcomes.    

• Communicating and working effectively with other people.    

• Applying technical knowledge, expertise, and skills.   
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AFP Band 5 

Essential Requirements 

• Have a minimum of 5 years’ experience in investigations 

• Qualification in investigations or other criminology related fields e.g. Advanced Diploma in 

Government Investigations 

• A minimum Negative Vetting 1 (Secret) security clearance or the ability to obtain one  

• Demonstrated ability to operate within a legislative environment 

• Must be an Australian citizen 

Desirable Requirements 

• Demonstrated understanding of investigative methods and legislative framework, 

• Ability to effectively engage with AFP partners, domestic and international law enforcement 

agencies, 

• Efficient and effective time management skills, attention to detail and the ability to prioritise 

tasks, 

• Excellent written and verbal communication skills, 

• Sets high personal expectations on initiative, tenacity, motivation and willingness to explore 

innovative and creative solutions, 

• Consistently delivers on objectives within agreed timeframes and to agreed standards despite 

competing priorities, 

• Consistently demonstrates good judgement in decision making by exploring, researching 

information, considering options, documenting evidence and making logical 

recommendations.  

Roles 

Investigative Assistants (IA) contribute to keeping Australia safe by providing a high level of support 
to AFP operations and operational teams assisting them to achieve outcomes in accordance with 
regulatory frameworks.  

 
In this role you will undertake a range of operational support and administrative duties, including any 
or all of the following activities: 
 

• Identify and use relevant and appropriate avenues of enquiry, assessing available information 

or evidence and determining appropriate legislation or other responses, 

• Undertake investigations  ranging in degrees of complexity, 

• Obtain information from partners and other entities, 

• Prepare statements, affidavits, requests for information to support investigations, 

• Assist with search warrant activities, 

• Attend court and give evidence as required, 

• Provide advice and guidance to criminal investigators, 

• Adhere to the information management protocols in accordance with AFP Functional 

Governance, 

• Demonstrate skills in relation to investigations and undertake further training as part of a 

career development pathway, 

• Provide subject matter expertise in crime type and investigations to investigators across the 

AFP, 

• Cultivate and enhance effective liaison with partners and stakeholders in both the 

Government, private sector, domestic and international law enforcement agencies; and  

• Mentor and develop the investigative capabilities of other team members. 
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Selection Criteria  
  

• Organising your work, making sound decisions, and achieving outcomes.    

• Communicating and working effectively with other people.    

• Applying technical knowledge, expertise, and skills.   
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1.3 Qualifications and learning 

 1.3.1 Accredited qualifications  

AGIS recognises entities will vary in the requirements for qualifications and skills to conduct types 

of investigations. To preserve the ongoing Australian government capability for investigations, a 

vocational and educational training (VET) qualification must be obtained, unless another 

qualification or internal training is determined as equivalent.  

Entities must document the required VET accredited qualification/s (or equivalency) to conduct 

particular types of investigations and the timeframe in which investigators should obtain the 

qualification.  

Entities must use an Australian Registered Training Organisation (RTO), or an Australian 

Government entity with Australian RTO status that meets the Australian VET standards to obtain or 

deliver investigation accredited qualifications.  

The Australian nationally recognised VET accredited qualifications to conduct investigations are:  

• Certificate IV in Government Investigations as set out in the Public Services Package (PSP) 

for persons/ officers working in operational roles undertaking government entity 

investigation related functions (foundational). 

 

• Diploma of Government Investigations as set out in the PSP for persons/officers engaged 

in the operational coordination and supervision of entity investigations in government 

related functions (supervisory). 

 

•  Advanced Diploma of Government Investigations as set out in the PSP for persons/officers 

working in operational coordination and supervision of multi-entity investigations in 
government related functions (extension supervisory). Entities must ensure foundational 

qualifications (or equivalency) are obtained prior to supervisory qualifications. 
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MyCareer Advertisement 
Band 2 Investigative Assistant, Southern Command 

 
 

Job Details 
 
JOB TITLE – Investigative Assistant, Southern Command (Melbourne) 

EMPLOYMENT TYPE – Ongoing and Non-Ongoing Full time 

LOCATION - VIC 

AFP BAND & SALARY – AFP Band 2, $55,600 - $64,598 

JOB REFERENCE NUMBER - TBC 

CONTACT OFFICER –  

APPLICATIONS CLOSE - TBC 

  

Australian Federal Police  
  

Policing for a safer Australia - the world is changing, crime is changing, we are changing 

to meet new challenges. 

  

The mission of the AFP is to provide dynamic and effective law enforcement to the 

people of Australia. It provides policing throughout Australia in relation to the prevention 

and detection of crimes against the Commonwealth, its laws and integrity, and 

community police services to the community of the ACT. 

  

Applications are invited from suitably qualified people who are interested in an 

appointment to the AFP. Applicants should demonstrate a commitment to the core 

values of the AFP, and their application must address selection criteria and the relevant 

work level standards. 

  

The AFP offers a generous remuneration and conditions package, full details can be 

found here.   

  

As an inclusive organisation, the AFP provides opportunity for all Australians to fairly 

gain employment in the AFP.  We appreciate that everyone is unique and acknowledge 

that diversity in thought leads to greater transparency and improved consideration in our 

decision making.  To support our employees we also provide flexible work arrangements. 

 

Role Summary  
 
Investigative Assistants are professional unsworn members of the AFP who provide an 

important support capability to operational areas by providing sworn members with 

additional capacity to undertake investigative duties, reduce their administrative 

workload, and focus on operational outcomes. 

 

This role falls under an operational working pattern which includes flexible working hours 

and additional allowances. 

 
 

Role Description & Responsibilities 
 
Investigative Assistants contribute to the efficiency and effectiveness of operational area 

outcomes by undertaking a range of administrative, corporate, and operational activities. 

The primary role and responsibilities of Investigative Assistants within operational teams 

are as follows: 
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• Operational Support Tasks - including research, external enquiries, transcriptions,  

rostering arrangements, Major Incident Room (MIR) support, data entry, 

paper/electronic brief preparation, scanning/photocopying and court preparation;  

 

• Utilisation of electronic police databases – including the interrogation, input, collation 

and retrieval of data to support operational activity - e.g. case creation, linking, 

auditing of team cases, and assistance with case finalisation;  

 

• Performance Reporting and Quality Assurance Processes – including data quality 

reviews, management and dissemination of operational activity reports, operational 

and corporate compliance reports, and liaison with Corporate Services teams; 

 

• Administrative Support Tasks - including management of team assets and 

equipment,  management of interpreters, hospitality requests, event management, 

undertaking secretariat duties, and maintenance of phone/contact lists;  

 

• Corporate Support Tasks - including procurement, financial administration, asset 

auditing, travel arrangements, organisational charts, liaison with contractors, fleet 

maintenance, and assistance with on-boarding new members/secondees; and 

 

• Management of Property and Exhibits – including data entry, continuity of exhibits 

during forensic procedures, assistance with the return of property, destruction of 

property, liaison with Forensics and the Property & Exhibits team. 

 
 

Essential Requirements 
 
Members undertaking the Investigative Assistant role require the following skill-sets and 

capabilities: 

• Strong interpersonal skills and the ability to liaise effectively at all levels internally 

and externally; 

• Efficient and effective time management skills, attention to detail and the ability to 

prioritise work tasks; 

• Sound written and verbal communication skills; 

• The ability to work calmly and effectively in a fast-paced and dynamic operational 

environment; 

• Intermediate to advanced level skills in Microsoft Office applications;  

• The ability to apply confidentiality, judgement and initiative; 

• A strong understanding of the need for integrity, disclosure and mandatory reporting; 

and 

• A minimum Negative Vetting 1 (Secret) security clearance or the ability to obtain 

one.  

 
 

Selection Criteria 

 
• Organising your work, making sound decisions, and achieving outcomes.   

• Communicating and working effectively with other people.   

• Applying technical knowledge, expertise, and skills.  

 
 
Applications 

 
As part of your application, please outline whether you are seeking to apply for an 

ongoing and/or non-ongoing role. 
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Applicants found suitable for the Band 2 Investigative Assistant role will be placed in a 

merit pool for a 12 month period. The merit pool will be utilised to fill vacancies as they 

arise. 

 
 
Required Application Documents 
 
As part of your application, you will be required to submit the following documents: 

  

• Applicant response (two page pitch, maximum two pages)  

• Curriculum Vitae (CV) 
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