
 

 Shire of Cocos (Keeling) Islands 

03 June 2026  

 
Records and Executive Support Officer 

Permanent Full-Time | Level 4/5 
 

Ready for something different? 
 
The Shire of Cocos (Keeling) Islands is looking for an enthusiastic and motivated person to join our team 
as a Records and Executive Support Officer. 
 
This is a unique opportunity to work directly with the Chief Executive Officer, gain hands-on experience 
across a wide range of projects and activities, and help shape the future of one of Australia's most unique 
island communities. 
 
Whether you are looking to build your skills, develop your career, or take on a new challenge, we are 
looking for someone who is organised, eager to learn and keen to make a difference. 
 

What We're Looking For 
 

We're looking for someone who: 
• Is organised, reliable and eager to learn. 
• Has strong communication and administration skills. 
• Enjoys working with a variety of people and organisations. 
• Has good computer skills and attention to detail. 
• Can manage multiple tasks and priorities. 
• Is interested in developing a career in administration, records management or local government. 

 
Previous experience is desirable but not essential. Training and professional development will be 
provided to support the successful applicant. 
 
The ability to communicate in both English and Cocos Malay will be highly regarded. 
 

Salary and Benefits 
• Level 4/5 Position under the Local Government Industry Award 2020 - depending on skills and 

experience. 
• Salary: Competitive salary package in the range of $55,565.12 - $59,042.88 per annum including; 

- 5 weeks annual leave  
- 12% superannuation plus matching scheme up to 5% as per the Shire’s Superannuation 

Contributions Policy 
- One return flight to Perth for each 12 months of service  
- All other conditions will be in accordance with the Award and Shire policy. 

• Ongoing training and professional development opportunities. 
• Unique island lifestyle and work environment. 
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How to Apply 
Submit your current resume and a covering letter (maximum two pages) outlining why you are interested 
in the position and what you would bring to the role. 
 
Applications should be addressed confidentially to the Human Resources Officer and emailed to: 
lanif.yakin@cocos.wa.gov.au  
 
Applications close at 4.00pm (Cocos Time) on Friday, 19 June 2026. 
 
A copy of the Position Description is available on the Shire's website at www.shire.cc  
 
The Shire reserves the right to commence shortlisting and interviewing prior to the closing date. 
 
Further Information 
For a confidential discussion regarding the position, please contact the Chief Executive Officer on (08) 
9162 6649. 
 
The Shire of Cocos (Keeling) Islands is an Equal Opportunity Employer and is committed to attracting and 
retaining a diverse and inclusive workforce. 
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