[image: image2.png]



TITLE:
Administration Trainee (12 months)
CLASSIFICATION:
T3 – T4 (dependent on age and schooling)
CREATED:
October 2018

LAST REVIEWED:
February 2021
REPORTS TO:
Engineering Support Officer
DIRECT REPORTS:
NIL

This is not a static document, management reserves the right to review and amend this job description in consultation with the position holder from time to time as the need arises.

JOB SUMMARY

· To carry out the administrative duties associated with the efficient operations of Council’s engineering functions including customer service, clerical duties, word processing, data entry, procurement and records.

· Receive practical on-the-job experience whilst undertaking a nationally recognised Certificate III in Business Administration.
· Take personal responsibility for delivering allocated tasks, showing initiative, promoting continuous improvement and meeting the behavioural expectations of Council’s core values (ACE IT).

JOB RESPONSIBILITIES
· Responsible to:
Engineering Support Officer
· Direct Reports:  
Nil
The position holder may be directed to carry out such duties that are within the limits of the employee’s skill, competence and training, to assist the Council in meeting its overall objectives.

SPECIFIC ACCOUNTABILITIES

1 ADMINISTRATION SUPPORT
1.1 Assist in the preparation of a procedure manual for this position.
1.2 Receptionist for incoming telephone calls, resolve enquiries/queries whenever possible and/or redirect customers to other departments or employees as appropriate in line with Council’s telephone protocols.
1.3 Maintain the Director’s schedule of appointments, meetings and travel requirements.

1.4 Typing of documentation as presented in written draft or verbal dictation in an accurate and timely manner.
1.5 Assist with finance tasks relating to sourcing quotes, producing and receipting purchase orders, reporting, journals and month end transactions.

1.6 Provide administrative and customer service assistance to other departments as required.

1.7 Liaise with internal and external customers and deal with difficult customer situations in a professional and courteous manner while maintaining a high level of customer service and demonstrating tact and diplomacy.
1.8 Prepare agendas and take minutes for meetings when required, including distributing minutes within agreed timeframes.

1.9 Maintain strict confidentiality when dealing with classified information.
1.10 Liaise with various external bodies, government departments, contractors and consultants associated with Council’s activities and with the general public to project and promote an efficient and courteous image of Council.
1.11 Provide a variety of other administrative duties such as filing, data entry, scanning, processing and registration of documentation.
1.12 Operation of office equipment including networked, stand-alone and laptop computers, photocopier, shredder, binding machine, fax machine, plan printer and plotter.
1.13 Provide assistance to other Council staff members upon request.

2
Customer Service

2.1
Provide a high standard of Customer Service to both internal and external customers for phone, email or counter enquiries.
2.2
Ensure incoming phone calls are answered and redirected in accordance with Council’s procedures.
2.3
Ensure messages for all staff are delivered in a timely manner in accordance with Council’s procedures.
2.4
Ensure messages for field staff are delivered within the same working day of receipt of message, or alternative arrangements made to relay message.
2.5
Assist in dealing with complaints by using the Complaints Policy procedure.
3 Operation of Plant and Equipment

3.1 Operate Council’s plant, vehicles and equipment in accordance with the Motor Traffic Act, Council’s Code of Practice for the Operation of Plant and Vehicles, relevant guidelines of the WorkCover Authority and work health and safety legislation.
4 WHS RESPONSIBILITIES
4.1 Ensure all work is performed in accordance with the requirements of Council’s work health and safety policy and procedures.
4.2 Ensure all work is performed in accordance with the site-specific risk assessments, SWMS (safe work method statements) and SOPs (standard 
operating procedures).
4.3 Take reasonable care for own health and safety as well as health and safety of others by adhering to safe working procedures including verbal instructions given by supervisors.
4.4 Report all identified hazards, accidents/incidents and near misses to manager/supervisor by actively monitoring the workplace to determine presence of hazards and initiate actions to rectify/eliminate the hazard.
4.5 Use and maintain all safety equipment and personal protective equipment 
in accordance with relevant standards.
4.6 Commitment to work health and safety and promote a risk assessment approach to all activities performed by Council by participating in risk assessment process and attending toolbox and other meetings relating to work health and safety requirements.
4.7 Have a sound understanding of work health and safety requirements associated with employment duties by attending work health and training sessions as required.
SKILLS & BEHAVIOURS
Cobar Shire Council expects all employees at this level within the organisation to display the following behaviours and will be reviewed against each of these behaviour statements during their annual performance appraisal:
	Category
	Behaviour Statement

	Accountability
	Complies with Councils Code of Conduct, policies, procedures and systems

	Accountability
	Shows commitment to the goals of your team, department and Council including displaying a "can do" and "will do" attitude, does not dodge duties and remains focused on work whilst at work

	Accountability
	Complies with Councils Code of Conduct, policies, procedures and systems, behaving in accordance with Council's Corporate Values (ACE IT)

	Accountability
	Actively participates in the organisation and proactively looks for opportunities to continually improve work practices and Council's services

	Accountability
	Is flexible in process and attitude and adapts positively to change

	Accountability
	Effectively performs all allocated tasks within agreed time frames, does not dodge duties and looks for ways to contribute outside of the appointed role when time permits

	Accountability
	Maintains a good standard of work attendance and punctuality (including breaks)

	Accountability
	Takes full ownership of the requirements of the role, openly admits to mistakes and takes responsibility for own actions and behaviours

	Communication
	Listens actively to evaluate situations and responds effectively and creatively, asking questions to gain a shared understanding

	Communication
	Communicates openly and respectfully, considering how it is said, why it is said, when it is said and where it is said

	Communication
	Shows empathy and genuinely considers things from others' point of view

	Effective Leadership
	Supports others to learn, develop and achieve goals, celebrating individual and team successes in an appropriate and timely manner

	Integrity
	Is professional, helpful, supportive and thoughtful towards customers (internal and external), remembering Council is in the "service" business and we are here to help

	Integrity
	Takes pride in the role, the team and in the organisation, representing Council positively and professionally

	Integrity
	Is trustworthy, honest, consistent, reliable and upholds strong moral principles even when no one is watching


	Category
	Behaviour Statement

	Integrity
	Maintains confidentiality when appropriate

	Integrity
	Effectively self manages by demonstrating self-control, resilience and doing what you say you will do

	Team Work
	Works collaboratively to achieve the shared goals of Council and the community, is a team player and is respectful of others and the role they play

	Team Work
	Provides honest, constructive feedback in a respectful, timely manner and openly receives feedback from others

	Team Work
	Contributes positively to team discussions and actively participates in training

	Team Work
	Openly shares knowledge, skills and experience with others throughout the organisation

	Team Work
	Works positively and cooperatively with others throughout the organisation, working together to find solutions

	Work Health and Safety
	Takes personal responsibility for own safety as well as for other staff and members of the public

	Work Health and Safety
	Complies with all Council's Work Health & Safety policies and procedures, and formally reports incidents and identified hazards


Authority and Accountability

· Completion of allocated tasks with work closely monitored by supervisor.

· Ability for accuracy and attention to detail.

Judgement and Problem Solving

· Judgement is limited and coordinated by supervisor and other members of management team.

· Demonstrated level of initiative and self-motivation, with a proven ability to prioritise daily functions along with allocated ad-hoc tasks in order to achieve work targets.
· Ability to comprehend and follow instructions, seeking clarification for a shared understanding.

· Ability to develop a sound knowledge and understanding of continuous improvement processes and techniques.

· The jobholder is required to make judgements and interpretations based on analysis of information and straightforward situations and is responsible for improving and developing methods and techniques.

Specialist Knowledge and Skills

· Knowledge of safety procedures gained through on-the-job experience and formal training.

· Ability to gain a knowledge of Local Government.

· Ability to gain a knowledge of Council’s operations, processes and administrative procedures.

· Ability to gain an understanding of Council’s network system and software applications.

· Excellent written and verbal communication skills and good presentation skills.

Management Skill

· Responsible for own work and not required to direct or supervise other personnel.

Interpersonal Skill

· Well-developed customer service skills for face to face, telephone and email interactions.

· Job holder will be required to effectively and professionally communicate with other staff, contractors and the general public.

· Ability to effectively liaise with both internal and external customers.

· Ability and willingness to adapt within a team-based environment.

· Ability to work effectively and efficiently when unsupervised, meeting agreed deadlines.

Qualifications and Experience

· This position requires sound knowledge of and experience in the operation of a variety of Windows based applications and databases as well as competent keyboard skills. It would be expected that the person would have previous customer service experience with a genuine interest in administration.

· The job holder should possess a Provisional Drivers Licence (minimum).

For this position there are mandatory job training requirements to be satisfied: 

This position requires that the successful incumbent undertake and successfully complete the following mandatory training in order to fulfil the requirements of this role:

· Certificate III in Business Administration 

Failure to successfully complete training/course requirements may result in termination of employment.

COUNCIL’S CORE VALUES

[image: image1.emf]Cobar Shire Council's corporate values represent who we are as an organisation. They are the agreed guiding principles for how we carry out our duties
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We Value

We are responsible 

for our actions, our 

behaviour and the 

satisfactory completion 

of allocated tasks

We communicate openly 

and respectfully, sharing 

timely and appropriate 

information with others

We lead by positive 

example, embodying 

all of Council's 

agreed Values

We are consistently

honest, transparent,

ethical and fair, 

regardless of the situation

We work collaboratively 

to achieve shared 

goals for Council and 

the community

I actively participate 

in the organisation

I consider how I say it, 

why I say it, 

when I say it and 

where I say it

I act with courage, 

challenge the status quo 

and seek out ways to 

improve our organisation

I do and say the right 

thing, even when no one 

is watching

I share my knowledge, 

skills and experience 

with others

I take full ownership of my 

role, including my mistakes, 

and learn from my actions

I listen actively and ask 

questions to gain a 

shared understanding

I support and encourage 

others to learn, develop 

and grow

I take personal 

responsibility for my own 

actions and behaviour

I support others to 

achieve goals and 

celebrate success

I inspire excellence 

by performing my 

role with pride

I show empathy and 

consider things from 

others' point of view

I am approachable and 

treat others consistently 

and respectfully

I uphold strong moral 

principles and do what I 

say I am going to do

I consciously choose 

to work positively 

with others

I acknowledge my actions 

and behaviour can impact 

and influence outcomes

I provide and receive timely, 

constructive feedback

I inspire and expect 

everyone to always do 

their best

I am professional, 

treating others just as 

I expect to be treated

I commit to 

working together 

to find solutions

My Behaviours

ACE IT


SELECTION CRITERIA

Essential
· Successful completion of the Higher School Certificate (or equivalent) with previous experience in a customer service and/or administration environment.
· Be capable of and committed to successfully undertake training to complete the required competencies for Certificate III Business Administration through an online learning delivery model.
· Sound user of various Microsoft Office applications, email and internet with word processing skills at a practical degree of accuracy and speed.
· A reliable team player, professionally presented, with a ‘can do’ attitude and a willingness to learn.
· Excellent interpersonal skills, professional courtesy, demonstrated tact and diplomacy when dealing with confidential matters and difficult customer situations.
· Demonstrated organisational skills, including the ability to prioritise workloads and manage multiple tasks.
· Effective oral and written communication skills with a range of stakeholders at various levels.
· Provisional driver license (minimum).
· Knowledge of and commitment to work health and safety (WHS) management requirements and equal employment opportunity (EEO) principles.
Desirable
· Well-developed problem-solving skills including the ability to use own initiative to find and recommend continuous improvements within work area.
· Previous experience in website content maintenance.
CONDITIONS OF EMPLOYMENT

Salary
The position has been evaluated as being in the range of Operational Band 1, Level T3-T4 in accordance with the NSW Local Government (State) Award. 
HOURS

Council’s Indoor staff work a 35-hour week on the basis of a nine-day fortnight. 

Smoke Free Work Environment 

Council operates a smoke free environment in all Council offices, vehicles, etc.

Medical Certificate

It will be necessary to undergo a pre-employment medical examination at Council’s cost.

PRE-EMPLOYMENT SCREENING

Prior to commencement with Council, it may be necessary to undergo some or all the following pre-employment screening (at Council’s expense):

· Medical examination (which includes drug and alcohol testing)

· National Police Check

· Background screening (to confirm qualifications and experience)

· Psychometric testing (emotional intelligence, behavioural profiling and cognitive ability)

Performance and Development Review

A Performance and Development Review will be undertaken on a yearly basis utilising pre-determined performance indicators and will include formulation of a career path and training plan.

VERIFICATION
This section verifies that the position holder has read the above position description and accepts the role and associated responsibilities contained within this document. The position holder agrees to work cooperatively under Council’s policies and procedures including work health and safety, equal employment opportunity and code of conduct.

Position Holder:
Name

_______________________




Signature
_______________________
      Date        /      /    

POSITION DESCRIPTION








Administration Trainee
February 2021
6

