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Position’s Primary Purpose 

The Development Support Officer will support the Development Team in governance administration, internal and 
external reporting, stakeholder management, information and process improvements, and contribute to the 
successful delivery of projects within approved development programs. 

 

Key Accountabilities 

▪ Assist the Development Team with coordinating project planning across numerous programs of work, and 
coordination of project approvals. 

▪ Assist the Development Team with all project support functions 

▪ Assist the Development Team in the management and co-ordination of specific project tasks, as required.   

▪ Assist with the preparation and coordination of project documentation, including arranging scopes of work for 
consultants/contractors, project briefs, tender and contract documentation, undertaking property due 
diligence and other related matters. 

▪ Complete financial management processes including raising purchase orders, coding of invoices, and inputting 
of financial data as required. 

▪ Assist in the monitoring and reporting on works in accordance with the agreed delivery program. 

▪ Contribute to and coordinate the continuous improvement of documented processes and procedures for the 
Development team 

▪ Optimisation of accurate and consistent data and reporting within our systems 

▪ Contribute to a positive “can do" team culture with a focus on delivering great housing outcomes effectively. 

 

Key Relationships 

Who How 

Internal 

Development Team 
 
Property Services Team  

Liaise on relevant documentation, project reports, tasks and administrative functions 
and report key information and/or risks. 
Develop and maintain positive relationships which support collaboration to achieve 
divisional goals.   

External  

Stakeholders 
 

Develop and foster positive relationships with contractors, other organisations, 
external stakeholders and the wider community 

Position Title Development Support Officer 

Location Adelaide Office 

Child Safety (Prohibited 

Persons) Act 2016 

Non-prescribed 

Award  Social, Community, Home Care & Disability Services Industry Award 2010 

Classification  Social and Community Services Employee Level 4 

Reporting Relationships Reports to the Development Manager 

Direct reports: 

- Nil 
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Core Values 

Junction aspires to deliver flexible and responsive services that are underpinned by the following core values: 

 

 

Capability Summary  

The Junction People Capability Framework applies to all employees and is key in ensuring our Values are embedded 
in all we do.  See attached list of all capabilities for the level of this role. 
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Position Requirements 

▪ A satisfactory Working with Children Check (WWCC) or General Probity Check must be completed, (as 
applicable), prior to commencing employment and maintained thereafter 

▪ Current Safe Environments Certificate is required, and the employee must comply with relevant state 
legislation to support a child safe organisation 

▪ Willing to work occasional flexible hours to meet operational requirements 

 

Selection Criteria 

Education and Knowledge 

▪ Degree or tertiary qualifications in a construction, property or finance related field (eg Construction 
Management, Quantity Surveying, Project Management, Engineering, Architecture, Valuation, Commerce or 
Urban Planning) – or equivalent property industry experience or currently studying in a relevant field 

Skills and Experience 

▪ Demonstrated experience in providing project support in a medium-sized organisation – essential 

▪ Demonstrated experience managing multiple tasks in a time sensitive environment (eg. project based 
environments) and attention to detail – essential 

▪ Strong communication and interpersonal skills with a customer service focus across all levels of an organisation 

▪ Ability to work professionally and maintain strict confidentiality 

▪ Intermediate level computer literacy using the Microsoft Office Suite including Word, Excel and PowerPoint 
and other database applications - essential. 

▪ Ability to prioritise workload, use initiative and work both independently and as part of a team 

▪ Demonstrated experience in maintaining accurate records 

▪ Well-developed written communication skills with sound spelling and grammar 

▪ Experience working in an affordable housing or property industry organisation - desirable  

▪ Experience working in Community Housing sector or Property sector - desirable  

▪ Strong work ethic, enthusiasm, and desire to contribute to business success 

 

Equal Employment Opportunity  

Junction is an equal opportunity employer that embraces a culture of diversity. We encourage applications from the 
Aboriginal and Torres Strait Islander community, people with disability, and people from every culture, gender and 
sexuality identity, age and ethnic background. Junction is committed to being a Child Safe organisation and has zero 
tolerance for child abuse. 



 
 


