	Corporate Support 


· [image: image2.png]SOUTHERN METROPOLITAN REGIONAL COUNCIL



         Part time position   

· Three days per week - 8.30am to 4.30pm
·          Booragoon Location
The SMRC is a statutory local government authority responsible for developing environmentally sustainable waste management solutions and climate change abatement measures for the communities of Cockburn, East Fremantle, Fremantle, Kwinana, Melville and Rockingham.
This diverse part-time role of Corporate Support has a wide range of responsibility and to be successful in this role you will have experience in:
· Electronic Records Management systems
· KPI reporting
· Corporate & Statutory compliance
Advanced written and verbal communication skills, a high level of computer literacy and a formal qualification in business management or relevant experience are essential.
A casual hourly rate of $25.00 per hour will be offered and conditions of employment are in accordance with the Local Government Industry Award.
Interested applicants can obtain an information package by visiting the SMRC website at www.smrc.com.au, alternatively by phoning Ms Emma Wallace on 08 9329 2700 or via email ewallace@smrc.com.au.


Please forward a written application to the Chief Executive Officer, Southern Metropolitan Regional Council, PO Box 1501 Booragoon WA 6954 marked “Corporate Support”.


STUART MCALL - CHIEF EXECUTIVE OFFICER
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SOUTHERN METROPOLITAN REGIONAL COUNCIL
REGIONAL RESOURCE RECOVERY CENTRE




Southern Metropolitan Regional Council

Position Description

1.
TITLE:           
CORPORATE SUPPORT 
2.
LEVEL:


Level  Local Government Officers Award

3.
POSITION OBJECTIVES:


3.1
Objectives of Position

You will be responsible for providing corporate and administration support.


3.2
Within Organisation

To maintain a professional work environment while providing a high standard of assistance in corporate division.

4.
KEY DUTIES:

1. Develop & Implement an electronic records management system.

2. Develop & manage a document control system

3. Coordinate the SMRC Risk Registers and Plans.

4. Maintain statutory records such as Council’s policy manual, register of legal documents, and other statutory registers.

5. Coordinate the SMRC Corporate Key Performance Indicator Reporting.
6. Coordinate insurance claims 
7. Assist in the maintenance of all personnel records, electronic & papers based, including personnel registers, leave entitlements, workers compensation, training, superannuation, annual performance reviews and other employee related information.

8. Comply with the safety policies and procedures as prescribed 
by the SMRC at all times

9. Any other duties consistent with the level of this position and principles of broad banding.

5.
PERFORMANCE ASSESSMENT:

The key responsibilities are to be assessed in accordance with the Performance Agreement which is an addendum to, and should be read in conjunction with this document. The position description and the performance agreement are subject to annual review.

6.
SELECTION CRITERIA:

6.1
Essential Skills 

· Relevant experience in electronic record management systems.

· Relevant experience in document control. 

· Self motivated and results orientated, demonstrating initiative and innovation in the achievement of objectives.

· Analytical and problem solving skills in the evaluation of projects and operational performance.

· Developed written and oral communication skills

· Developed knowledge of the English language including spelling, grammar and vocabulary

· Developing knowledge with IBM compatible computer and Window environment using Microsoft Word and Excel Software.

· Exceptional organisation skills and ability to meet stringent deadlines

· Self management and ability to establish priorities in a high volume work environment.



Desirable Skills

6.2
Knowledge

· Working knowledge of Councils’ organizational structure and function.

· Knowledge of regional area.

6.3
Experience

· Minimum of 5 years experience in a similar position. 

6.4
Qualifications and/or Training

· Formal qualification in business or management studies 

Or

Relevant experience in meeting the duties of the position.

· Hold a current Western Australian Motor Vehicle Drivers License.

7.
ORGANISATIONAL RELATIONSHIPS:

7.1
Responsible to:
Manager Administration & Finance

7.2
Supervision of:

Nil

7.3
Internal and external liaison:

	Internal
	External

	Chief Executive Officer
	Regional Councillors

	Snr Management Team
	Officers and staff from member councils

	Booragoon office staff
	Commonwealth & State government departments

	RRRC Managers
	General Public, Customers

	RRRC office staff
	Suppliers & Contractors


8.
EXTENT OF AUTHORITY:

Works under close direction and undertakes routine activities within established guidelines.  Freedom to act is limited by standards and procedures

Accountable for accuracy, timeliness and standard of work.

	Present Occupant         

Date Appointed
    

	Supervisor                         Manager, Admin & Finance

	Approved by CEO
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