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	Trainee Environment and Planning Administration Officer 




	Incumbent
	Vacant



	Department
	Environment and Planning



	Main Purpose
of the Role
	To assist in a range of administrative tasks associated with the operation of Council’s Environment & Planning Department.

Be accepted for and maintain continual enrolment in a Certificate IV Business Administration qualification that will assist with undertaking administrative functions. 

To promote the image of Council as being caring, courteous and efficient.



	Reports to
	Native Title Manager/Administration and Approvals Coordinator 



	Staff Supervised
	Nil.



	Hours of Work
	Full Time – 35 hours per week, 9 day fortnight 



	Salary 
	Grade
	Trainee
	Band
	1
	Level
	1
	Step
	TBA 



	Last Reviewed
	August 2025






	Part 1 – Operational Duties



· Under direction and supervision from the Native Title Manager/Administration and Approvals Coordinator, assist in undertaking administration functions within the Environment and Planning department 
· Participate in on-the-job training by assisting with the implementation and development of processes within the Environment and Planning department
· Provide excellent customer service to internal and external customers and ensure that all enquiries are referred to the appropriate person 
· To ensure a professional and friendly work environment while providing a helpful, courteous service to officers and the public 
· Undertake general administrative duties as assigned by Native Title Manager/Administration and Approvals Coordinator
· Under direction from the Native Title Manager/Administration and Approvals Coordinator, assist with the development of systems, procedures, forms and checklists that enhance the effective functioning of the department
· Support organisational initiatives by providing necessary resources, guidance and support as required
· Maintain accountability and professionalism in all communication 
· Attend team and departmental meetings as required 
· Take reasonable care for your own health and safety and for the health and safety of anyone else who may be affected by your acts or omissions in the workplace 
· Work within Council’s safety policies and wear all personal safety equipment as required 
· Conduct self in an ethical manner at all times 
· Actively work towards achieving a Certificate IV in Business Administration qualification according to a scheduled training plan
· To undertake other administration duties as directed by the Native Title Manager/Administration and Approvals Coordinator and the Director Environment & Planning.




	Part 2 – Award Skill Descriptors



Authority and Accountability
· Decisions are either guided by practices, procedures and precedent or made in consultation with the immediate supervisor.

Judgement and Problem Solving
· Problems are solved by applying standards, established practices and procedures, or operating instructions.

· The job holder is required to make judgements and interpretations based on analysis of information and straightforward situations. He or she will improve and develop methods and techniques.

Management Skills
· The job holder is responsible for own work and not normally required to direct or supervise other personnel.

Interpersonal Skills
· This job requires written communication skills, which enable the job holder to write standard reports following prescribed formats.

· This job has constant direct contact with customers of the Council.

· This job requires high level verbal communication skills, which enable the job holder to:

· Exchange/explain information
· Explain situations
· Participate in meetings/group discussions
.



	Part 3 – Skills Qualifications and Experience



Essential Criteria for Appointment
Completion of Higher School Certificate or equivalent
Eligibility for entrance into and maintain continual enrolment in a Certificate IV Business Administration 
Well-developed interpersonal and communication skills
Demonstrated experience in providing quality customer service and / or an understanding of Council’s operations, including the ability to be responsive to the needs of people from different customer groups across Council’s operations
Well-developed computer skills, particularly in the use of Microsoft Office products such as Word, Excel and Outlook
Enthusiastic, motivated and dedicated individual
Current driver’s licence (Provisional licence acceptable).

Entry Level – Core Competencies
Demonstrated ability to access and retrieve computer data (BSATEC102A)
Demonstrated ability to operate a range of office equipment to complete routine tasks (BSATEC101A)
Demonstrated ability to follow defined Occupational Health and Safety (WHS) policies and procedures (LGACORE102A)
Demonstrated ability to provide service to customers in a local government environment (LGACORE103A)
Demonstrated ability to work effectively in the local government context (LGACORE104A)
Demonstrated ability to work with others in local government (LGACORE105A).



	Part 4 – WHS & R Responsibilities Accountabilities and Authorities



The following responsibilities, accountabilities and authorities set out hereunder form part of your job description.

WHS & R Responsibilities
Work with due care and consideration to safeguard your own health and safety and the health and safety of others, and to report any potential hazards, mishaps, incidents or injuries that may occur or become aware of during the course of work to your Supervisor
Comply with all safe work practices and procedures set in place by Management (following consultation with relevant employees) and to observe all instructions issued to protect your health and safety or the health and safety of others
Only undertake tasks that you have been appropriately trained in, and are qualified and competent to undertake in accordance with WorkCover and other requirements
Work towards achieving set WHS&R targets and target completion times  
Support Rehabilitation in the workplace  
Cooperate with Council in the fulfilment of obligations placed upon Council in accordance with the Work Health and Safety Act 2011 and Regulations.
Participate in workplace WHS&R inspections
Be vigilant and report risks that may affect persons outside Council i.e. members of the public, visitors, etc.
Such risks may be due to deterioration in roads, footpaths, parks, drains and other infrastructure.
Ensure any WHS&R Records are created and maintained in accordance with Council’s policies and procedures.
Assist Management and/or trained staff in conducting WHS Risk Assessments and in the implementation of control measures.

WHS & R Accountabilities
Following all Council Safe Work Practices and Procedures
Reporting all incidents, accidents and injuries prior to completion of work on the day
Participating in Team meetings
Complying with all externally issued safety and health instructions issued by WorkCover and government Agencies
Attending all compulsory and relevant training.

WHS & R Authorities
To fix any problems/hazards within your scope of responsibility and financial delegation
To immediately report any problem/hazards outside of your scope of responsibility or financial delegation to your Manager, Supervisor or Team Leader for immediate action.



	Part 5 – Critical Physical Factors and Workplace Environment



Critical Physical Factors
The following Critical Physical Factors are an indication of the types of duties expected of an employee fulfilling this role. Employees and candidates should be aware that they may be required to perform tasks up to and including these Critical Physical Factors as an inherent requirement of their employment.

Ability to lift 15kgs floor to shoulder height occasionally
Ability to squat and kneel on one or both knees for regular periods of up to 10 minutes and to crawl to access confined spaces
Capacity to maintain fine hand use during periods of sustained computer use
Capacity to sit for sustained periods
Ability to climb ladders frequently
Ability to walk on both even and uneven ground.

Work Environment
Dealing with the public
Communicate frequently in person or by telephone 
Frequently operating office equipment including computer, photocopier, facsimile.

Work Hazards
The person is likely to carry out field inspections which may include walking on uneven surfaces and in areas having difficult terrain
Some work areas may have offensive smells and appearance, egg sewage treatment plants and landfills
Prolonged sitting, standing or walking
Close eye work
Dust
Noise
Frequent bending/stooping
Driving motor vehicles
Climbing steps or ladders
Working in wet conditions
Prolonged exposure to sunlight


	Part 6 – Miscellaneous



Delegations
· Nil.

Special Conditions of Employment
Health Monitoring for the purposes of meeting legislative and procedural requirements must be undertaken periodically. These requirements may include, but are not limited to: 
· Pre-Employment (including urine screening for Alcohol & Other Drugs, Spirometry and Serology) and Exit-Employment Medicals. 
 
All positions within Council are subject to random saliva testing for Alcohol & Other Drugs (AOD) as per Councils AOD Policy

Additional Duties
· Reasonable requests from Manager/Director. 
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