
	 [image: image1.jpg]L lroor S

CITY COUNCIL




	Position Description




	Position Title
	Service Review Coordinator

	Department
	Communication & Organisational Performance

	Division
	People & Services

	Reports to
	Corporate Strategy & Communications Officer

	Current Status
	Full Time – Fixed Term for up to 3 years

	Band/Level
	Band 3 Level 2

	Grade
	Grade 15
	

	Step 
	Entry – Step 4

	
	

	Last Reviewed
	New Position

	File Location
	P:\Position Descriptions\2017 Position Descriptions\People and Services

	Conditions of Employment
	The employee will work within conditions detailed within the Local Government (State) Award and the Council Policies/Systems including, but not restricted to:

*
Council's Salary Administration System

*
Council's Code of Conduct

*
Equal Employment Opportunity

*
Equity & Access to Training

*
Performance Appraisal

 

	Work Health and Safety (WHS)
	The employee who occupies this position must abide by Council’s WHS policies and procedures as described in Council’s WHS Manual. The employee must participate in the completion of relevant WHS/Risk documentation and take all reasonable and practicable steps for their own health and safety and of others affected by their actions at work.




Position Summary

This position is responsible for coordinating the overall delivery of the Service Review Program for the organisation to ensure that Council funds the most appropriate services for the local government area to the required standard and in the right way. 
Specific Duties and Responsibilities

· Lead cross-organisation service delivery and business improvement projects to ensure effective delivery of outcomes and change. 

· Develop partnerships and collaborate across Council to ensure effective delivery of business improvement. 

· Coordinate and facilitate meetings/workshops relating to business improvement, service levels and process mapping. 

· Use business improvement tools to identify and implement improvements. 

· Review and create business improvement methodologies to support the effective delivery of continuous improvement initiatives and meet the changing needs of Council. 

· Effectively measure improvement outcomes to demonstrate performance improvements. 

· Support and coordinate community and employee engagement to inform and direct business improvement. 

· Implement a communication plan to ensure regular and effective communication of business improvement across the organisation. 

· Work with the Service Delivery Team to identify, influence and inform strategic opportunities for improvement within the organisation.

· Coach, train and support the organisation to understand and use business improvement tools and methodologies to develop a culture of continuous improvement. 

· Contribute to the delivery of Organisation Performance outcomes.

· Meet reporting requirements including Council briefings and reports. 

· Take part in organisation initiatives and project groups as they arise. 

· Maintain knowledge of current business improvement tools and methodologies. 

Core Duties and Responsibilities

Following is a list of duties and responsibilities that are required in this position, as well as other positions within the organisation;

· Processing Customer Enquiries

· Receive customer enquiries in a courteous and efficient manner

· Research, assess and respond to customer enquiry within an appropriate timeframe

· Operate Office Equipment

· Operate various office equipment items including photocopier, facsimile machine, heat binder, shredder.

· Operate telephone equipment for incoming and outgoing calls.

· Operate Personal Computer in the completion of routine tasks;

· Utilise personal computer to create, modify and complete documents, using various computer programs.

· Work Health & Safety Responsibilities

· Present for work in a fit state (not under the influence of drugs or alcohol)

· Not undertake any task / activity for which you have not been trained,

inducted or deemed competent to do

· Report all hazards, near misses, injuries, incidents to their immediate

supervisor immediately

· Not through act or omission create an unsafe workplace or environment

· Ensure adherence to developed SWMS/RA, SOP’s, Procedures

· Assist in the development of specific SWMS/RA where identified and required

· Follow all necessary instruction, training, information and supervision to enable works to be undertaken safely

· Advise immediate/relevant supervisor of any hazard or risk outside area of control or delegation

· Assist in the investigation of all injuries and incidents

· Ensure the safe and correct use/application of plant, equipment and PPE

· Commitment to Council’s Injury Management Procedure

· Maintain good site housekeeping at work location

· Contribute to continual improvement of workplace risk control processes

· Attendance at Council meetings and public meetings as required. 

· Comply with Council’s Code of Conduct, Professional Standards and Statutory requirements, ensuring proper and ethical behaviour at all times. 

· Provide professional advice to the Executive Group as required. 

· Initiate and resolve all correspondence with the agreed turnaround times. 

· Provide leadership and support. 

· Assist in the preparation of written documentation and reports to Council and Committees as required.

Signatures

I agree to the requirements of this Position Description.

_________________________
____________


Employee



Date

_________________________
____________

Supervisor



Date

_________________________
____________

Manager



Date
Qualifications, Skills and Experience
Essential

· Formal qualifications and/or substantial relevant experience in Project Management. 

· Demonstrated commitment to continuous improvement.

· Experience in Change Management.

· Demonstrated high level of written and verbal communication skills.
· High level organisational and time management skills with an ability to work independently and set priorities, initiate, organise and complete work to meet deadlines.

· Strong word processing skills and computer literacy.
· Class C Drivers Licence.
Desirable
· An understanding of the role of local government.

· Demonstrated commitment to a culture of customer service and community consultation. 

· Ability to lead and motivate others to cooperating in resolving conflicts over priorities and the appropriate use of resources. 

· Demonstrated facilitation skills. 

· Demonstrated skills in negotiation, problem solving and conflict resolution to enable effective liaison with people at all levels. 

· Experience in the development of Service Delivery Plans. 

