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Position Description

Position Records and Executive Support Officer

Section Office of the CEO

Award / Agreement

Local Government Industry Award 2020

Classification (Level) Level 5

Term of Employment

Permanent Full-Time

Location West Island/Home Island Shire Office

Reports to

Chief Executive Officer

Number of Direct Reports Nil

The Shire of Cocos (Keeling) Islands

The Cocos (Keeling) Islands incorporate 27 low lying islands forming 2 coral atolls located in the
Indian Ocean 2,768km north-west of Perth. The Shire delivers a wide range of services and

facilities to the community, including:

Governance

General Purpose Funding
Law, Order and Public Safety
Health

Education & Welfare
Housing

Vision & Values

Community Amenities
Recreation & Culture
Transport

Economic Services

Other Property & Services

MAJU PULU KITA | ADVANCE OUR ISLANDS

Provide the best service we can. We
serve the community and each other.

We take responsibility for
our own actions. We do what we say we will do.
Mistakes are an opportunity to learn.

We support our team and our
community. Look for opportunities to help each
other.
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We respect and value others. QOur

interactions are always respectful towards others.

We will be honest and transparent
with all our dealings. Maintain confidentiality.
Trust each other.

Being Proactive and enabling

the outcomes. Be creative and think outside the
square.
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Position Objective

To provide records management, executive and administrative support services to the Chief
Executive Officer and the organisation, ensuring corporate records, correspondence and
administrative processes are maintained efficiently and effectively.

The position plays an important role in supporting organisational efficiency through effective
records management, executive administration, stakeholder coordination and corporate support
activities.

The position is expected to actively contribute to the ongoing development and improvement of
the Shire's records management and administrative systems.

Service
Provide the best service we can. We serve the community and each other.

Accountability
We take responsibility for our own actions. We do what we say we will do. Mistakes are an opportunity to
learn.

Respect
We respect and value others. Our interactions are always respectful towards others.

Support
We support our team and our community. Look for opportunities to help each other.

Integrity
We will be honest and transparent with all our dealings. Maintain confidentiality. Trust each other.

Achievement
Being proactive and enabling the outcomes. Be creative and think outside the square.

Primary Responsibilities
Records and Information Management
e Assist in the administration, implementation and ongoing maintenance of the Shire's
records management system.
e Assist with the implementation and ongoing maintenance of records management
procedures and practices.
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Ensure corporate records are captured, filed and maintained in accordance with
organisational requirements.

Assist in the preparation and delivery of records management training, guidance and
support materials for staff.

Support the transition of historical and physical records into the Shire's electronic
records management system.

Provide day-to-day assistance to staff in the use of records management systems
and procedures.

Assist in maintaining consistent organisational recordkeeping practices.

Coordinate archiving and disposal activities in accordance with approved retention
and disposal schedules.

Assist with records audits, data quality reviews and information management activities
as required.

Executive Support

Provide confidential executive and administrative support to the Chief Executive
Officer.

Manage the Chief Executive Officer's calendar, appointments, travel arrangements
and meeting schedules.

Monitor and follow up outstanding actions, correspondence and commitments on
behalf of the Chief Executive Officer as directed.

Prepare correspondence, reports, presentations, briefing notes and other
documentation as required.

Coordinate incoming correspondence and ensure timely allocation and response.
Maintain effective document management systems for executive and corporate
records.

Exercise discretion and maintain confidentiality when dealing with sensitive
information.

Stakeholder and Visitor Coordination

Assist with coordinating visits by government agencies, consultants, contractors,
elected representatives and other external stakeholders.

Arrange travel, accommodation, meeting schedules, site inspections and logistical
requirements associated with stakeholder visits.

Assist in preparing briefing materials, agendas and background information for
meetings involving the Chief Executive Officer and Executive Management Team.
Coordinate meeting invitations, venue bookings and stakeholder communications.
Maintain stakeholder contact lists and records of organisational engagements.
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Assist in coordinating community and stakeholder engagement activities as required.

Corporate Administration and Project Support

Provide administrative support for organisational projects and operational initiatives.
Undertake research and prepare information to support decision-making and project
delivery.

Assist with procurement, contract administration and grant administration activities
as required.

Coordinate corporate correspondence, filing and document control processes.
Assist  with the preparation of reports, presentations and organisational
communications.

Assist with the preparation, coordination, formatting and publication of strategic,
corporate and planning documents, including annual reports, plans, reports,
submissions, business cases and organisational strategies.

Provide general administrative support to the Office of the Chief Executive Officer.

General

Promote and demonstrate the Shire's values and behavioural expectations.

Assist in ensuring compliance with relevant legislation, policies and organisational
procedures.

Maintain professional relationships with internal and external stakeholders.
Undertake other duties within the scope of the position as directed by the Chief
Executive Officer.



COCOS
e ISLANDY

MAJU PULU KITA | ADVANCE OUR ISLANDS

Required Knowledge & Skills

Well-developed administrative and organisational skills with a high level of attention to
detail.

Demonstrated ability to maintain confidentiality and exercise discretion when dealing with
sensitive information.

Well-developed written communication skills, including the ability to prepare reports,
correspondence, presentations and organisational documents.

Demonstrated ability to research, collate and present information to support organisational
planning and decision-making.

Demonstrated ability to prepare, format and coordinate professional reports, plans,
presentations and organisational publications.

Sound computer literacy skills, including Microsoft Office applications, electronic document
management systems and digital document preparation tools.

Demonstrated ability to manage competing priorities and meet deadlines.

Ability to establish and maintain productive working relationships with internal and external
stakeholders.

Demonstrated ability to communicate and work effectively with people from diverse cultural
backgrounds.

Ability to follow and apply policies, procedures and administrative processes.
Demonstrated problem-solving skills and ability to work effectively with limited supervision.
Demonstrated ability to coordinate multiple tasks and administrative activities.
Commitment to continuous learning and professional development.

Experience in records management, administration, executive support or customer service
environments is desirable.

Required Qualifications & Experience

Year 12 Certificate or equivalent.

Certificate Ill in Business Administration, Records Management, Local Government
Administration or a related discipline, or demonstrated equivalent experience. Applicants
currently undertaking, or willing to undertake, further study in a relevant field are
encouraged to apply.

Current unrestricted C-Class Driver's Licence.

Current National Police Clearance (less than three months old).
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Desirable

e Ability to communicate effectively in both English and Cocos Malay will be highly regarded.

e Experience using an electronic records management system.

e Experience assisting with the preparation, formatting and publication of strategic plans,
annual reports, funding submissions, business cases and other corporate documents using
relevant software and digital tools.

e Experience providing executive or administrative support to senior management.

e Experience working within a local government, government or public sector environment.

e Knowledge of records management legislation, standards and best practice.

e Experience coordinating stakeholder visits, meetings or organisational events.

e A willingness to undertake further training in records management and local government
administration.

Organisational Relationships

Reports to Chief Executive Officer

Supervises Nil

Internal stakeholders / relationships Chief Executive Officer, Executive Management Team,
Councillors and Shire employees

Government agencies, consultants, contractors,
community members and other stakeholders as
required.

External stakeholders / relationships

Accountability and Extent of Authority e Exercises judgement and discretion when
e Operates under the general direction of the dealing with confidential and sensitive
Chief Executive Officer. information.

e Responsible for the accurate administration e Responsible for ensuring assigned tasks,

and maintenance of records management
systems and the provision of effective
executive support services.

Responsible for providing timely, professional
and confidential administrative support
services.

Responsible for assisting with the
coordination of stakeholder visits, meetings
and organisational engagements as directed.

records management activities and executive
support functions are completed accurately
and within agreed timeframes.

Operates within established policies,
procedures and approved delegations.

Occupational Health & Safety

Follow safe work practices, procedures and
instructions at all times.
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e Perform duties in a manner that ensures the

health and safety of self, other employees
and members of the public.

e Report hazards, incidents and unsafe
practices promptly.

e Comply with all relevant Work Health and

Safety legislation, policies and procedures.

Risk Management

e Support and comply with the Shire's Risk
Management Framework and associated
policies.

Acknowledgement

e Ensure sound information management,
confidentiality and recordkeeping practices
are maintained.

e Minimise damage or loss to Council property
and report identified risks or hazards.

e Apply sound risk management principles
within daily work activities.

Variations to Conditions of Employment
The duties and responsibilities outlined in this
Position Description may vary from time to time
to meet operational requirements and
organisational needs.

| have read and understood the contents of this position description and understand:

1. This position description is designed to describe the core functions and outputs of the role
and not intended as an exhaustive list of responsibilities.

2. I'may be required to perform other duties, which could be reasonably asked of a person
in this position, as designated by my Supervisor and / or Manager.

3. The position is subject to change based on adjustments to the Shire’s processes, practices,

policies and / or organisational structure.

4. | am expected to embrace skill & knowledge development and adopt a positive and
progressive approach to my position and work.

Employee Name

Employee Signature

Date

Authorised By
Name

Signature

Position

Date




