
 

 

POSITION DESCRIPTION 

TRIM Numb e r:  E09/ 3635 

 

 

POSITION:   Ope ra tions Administra tion Offic e r 

 

The  VALUES of The  Shire  Se rpe ntine  Ja rra hda le  

 

Our de c isio ns, se rvic e s a nd  a llo c a tio n o f re so urc e s will b e  g uid e d  a c c o rd ing  to  the  fo llo wing  va lue s; 

Communic a tion  

Ac c ounta bility 

Trust   

Commitme nt to  Se rvic e    

Hone sty 

POSITION TITLE Ope ra tions Administra tion Offic e r  

DEPARTMENT SERVICE AREA Ope ra tions a nd Pa rks 

DIRECTORATE Eng ine e ring  Se rvic e s 

POSITION ACCOUNTABLE TO  Ma na g e r Ope ra tions a nd Pa rks 

PO SITIO N A C C O UNTA BLE FO R: 

 

Position Title  Le ve l 

No. Of 

Subordina te s 

    

    

    

    

    

 

LIAISES WITH: 
Internal: Op e ra tio ns Te a m Me mb e rs, a nd  a ll sta ff 

 Exte rna l: Re side nts, ra te pa ye rs a nd  g e ne ra l p ub lic , Supp lie rs a nd  

c o ntra c to rs, Sta tuto ry a utho ritie s 

 

LAST DATE PD REVIEWED: 

 

Nove mbe r 2009 

 

POSITION SUMMARY 

 

Pro vid e s fina nc ia l a nd  a dministra tive  se rvic e s fo r the  Ope ra tio ns a nd  Pa rks Te a m . 

 

 

2.  POSITION CERTIFICATION 

 

The  de ta ils c o nta ine d  in this do c ume nt a re  a n a c c ura te  sta te me nt o f the  po sitio n’ s re spo nsib ilitie s a nd  

re q uire me nts. 

 

SIGNATURE  

 

 

 CHIEF EXECUTIVE OFFICER DATE 

 

 

SIGNATURE  

 

 

 EMPLOYEE DATE 
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PRIMARY RESPONSIBILITIES 

 

1.   

 

State me nt of outcome  

 

KEY RESULT AREAS 

 

1.1 Pro vid e s fina nc ia l a nd  a dministra tive  se rvic e s to  the  Ma na g e r o f Ope ra tio ns a nd  Pa rks 

1.2 Fa c ilita te s the  time ly de live ry o f info rma tio n a nd  re so urc e s fo r the  Ope ra tio ns Te a m 

1.3 Und e rta ke s p urc ha sing  a nd  re so urc e  pro c ure me nt a c tivitie s 

1.4 Assists in re c e iving , inte rpre ting  a nd  re la ying  c usto me r re q ue sts 

1.5 Re c o rds p la nt a nd  ma te ria ls a nd  a llo c a te s a s a p pro pria te  

1.6 Pre pa re s pro je c t/ pro g ra m pro g re ss re po rts 

1.7 Ma inta ins a  Ope ra tio ns d a ta b a se  o f sup p lie r info rma tio n a nd  pric e s 

1.8 Ma inta ins d e po t sto re s inve nto ry 

 

 

2.   

 

State me nt of outcome  

 

FUNCTIONAL RESPONSIBILITIES 

 

2.1 Assists with c usto me r e nq uirie s o r re q ue sts, a nd  re la ys to  a ppro p ria te  pe rso nne l 

2.2 Issue s a utho rise d  purc ha se  o rde rs fo r the  pro c ure me nt o f supp lie s 

2.3 Ma inta ins a ll da ta  b a se s a nd  re c o rds o f p re fe rre d  sup p lie r listing s o n a  minimum we e kly b a sis 

2.4 Che c ks invo ic e s a nd  pre pa re s fo r a pp ro va l a nd  pa yme nt 

2.5 Und e rta ke s c o sting  a nd  fina nc ia l re c o rd ing  o f p la nt, la b o ur a nd  ma te ria l a llo c a tio ns 

2.6 Mo nito rs a c tua l e xpe nd iture  a g a inst b udg e ts 

2.7 Assists with the  mo nito ring  o f o utso urc e d  a c tivitie s a nd  c o ntra c ts fo r se rvic e  

2.8 Lia ise s with o utso urc e d  a g e nts fo r c o ntra c tua l a nd  supp lie s e xpe d ie nc y 

2.9 Disse mina te s Ope ra tio na l e mplo ye e  info rma tio n  

2.10 Assists with c urre nt OSH princ ip le s a nd  pra c tic e s 

2.11 Und e rta ke s o the r dutie s a s a ssig ne d  b y Ma na g e r o f Ope ra tio ns & Pa rks 

2.12 Und e rta ke s d a ily filing  o f ha rd  c o p ie s a nd  p la ns 

2.13 Und e rta ke s se lf d ire c tio n to  fo llo w-up  a c tivitie s re sulting  fro m e nq uirie s tha t a re  no t fully re so lve d  a nd  

re vie ws the ir pro g re ss o n a  minimum we e kly b a sis  

2.14 Assists with two -wa y c o mmunic a tio n link a s b a c kup  

 

3.   

State me nt of outcome  

 

Dutie s 

 

EXTENT OF AUTHORITY 

 

Re le va nt to  p o sitio n a utho rity o r a s instruc te d  b y Ma na g e r o f Op e ra tio ns a nd  Pa rks 
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Commitment to Service       Honesty  

 

 

KEY PERFORMANCE INDICATORS (KPI’S) 

 

(to  de  de ve lope d within 3 months of a ppointme nt) 

 

 

 

CONDITIONS OF EMPLOYMENT 

 

INDUSTRIAL AWARD Le ve l 6 LG Offic e rs Awa rd  

ALLOWANCES/ SPECIAL 

CONDITIONS 

 9% Supe ra nnua tio n a nd  up  to  15% with ma tc hing  c o ntrib utio ns (ie  3% Co unc il 

ma tc hing  3% sta ff) 

EMPLOYMENT STATUS Pe rma ne nt, Full Time  

CLASSIFICATION  

DAYS TO BE WORKED 10 da ys pe r fo rtnig ht, Mo nda y to  Frid a y with o ne  RDO pe r mo nth  

 

ANNUAL LEAVE 4 we e ks pe r ye a r 

 

HOURS PER FORTNIGHT 76 Ho urs minimum pe r fo rtnig ht a nd  a d d itio na l ho urs a s re q uire d  to  me e t the  

o utc o me s o f the  po sitio n. 

 

 

OTHER CONDITIONS 

 Wo rks within a  sha re d  a ir-c o nd itio ne d  o ffic e  e nviro nme nt. 

 The  po sitio n is a ppro xima te ly 90% se de nta ry inte rna l a nd  10% e xte rna l. 

 Re q uire d  to  drive  a  Co unc il ve hic le  o n wo rk a ssig nme nts. 

 

 

SELECTION CRITERIA  

 

ESSENTIAL CRITERIA 

 

1. Minimum 55 wpm  ke yb o a rd  skills. 

2.  Hig hly de ve lo pe d  so ftwa re  skills in fina nc e , da ta b a se  spre a dshe e t, wo rd  pro c e ssing  

3  .Exc e lle nc e  in c usto me r se rvic e  skills. 

4.  Fina nc ia l re c o rd  ke e p ing  skills with a c c ura te  d a ta  e ntry skills 

5.  Hig hly de ve lo pe d  nume ric a l a nd  a na lytic a l skills. 

6.  Expe rie nc e  in purc ha sing  re le va nt to  Ope ra tio na l e q uipme nt 

7.  We ll d e ve lo pe d  Inve nto ry a nd  sto c k c o ntro l skills 

8.   We ll de ve lo pe d  ne g o tia tio n skills fo r supp lie s purc ha sing  

9.  Curre nt ‘ C ’  Cla ss Drive r’ s Lic e nc e  

10. Ab ility to  wo rk und e r pre ssure . 

 

 

 

PREFERRED CRITERIA 

 

1.  Dip lo ma  in o ffic e  a dministra tio n. 

2.  Ce rtific a te  in fina nc ia l a c c o unting . 

3.  Pre vio us lo c a l g o ve rnme nt e xp e rie nc e . 

4.  Civil wo rks a nd  se rvic e s o rg a niza tio n e xpe rie nc e . 
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SIGNED: 

Inc umb e nt:  

 

Supe rviso r: Chie f Exe c utive  Offic e r 

 

Da te : 

DATE APPOINTED TO THIS POSITION: 

 

 

 

 

DATE REVIEWED: 

Supe rviso r: 

 

 

 

 

POSITION AND INCUMBENT DETAILS: No te : Bo th pa rtie s a re  to  sig n a nd  d a te  the  a re a s pro vid e d  to  ind ic a te  the ir mutua l 

a g re e me nt o f the  re q uire me nts o f the  po sitio n.  The  o rig ina l o f a ll upda te d  PD's must b e  re turne d  to  Huma n Re so urc e s. 

Position De sc ription Pre pa re d By: 

 

 

Sig ne d : _________________________________ 

 

Da te :___________________________________ 

 

Ac c ounta bilitie s Ac c e pte d By Employe e : 

 

 

Sig ne d : _________________________________ 

 

Da te :___________________________________ 

 

PD REVIEW RECORD:   LAST REVIEW DATE: 27 Oc tobe r 2008 

      REVIEWED BY:  Pa ul Be a umont 

We  the  unde rsig ne d ha ve  mutua lly a g re e d upon the  a me ndme nts ma de  to  this position de sc ription, on the  da te  liste d 

be low.  

INCUMBENT: 

 

SUPERVISOR: DATE: 

 

 


