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Position Description 

 

 
 

Vision and Values 

 

Vision 
The Shire of Ngaanyatjarraku – on a journey. 
 

Goals 
The Shire’s Plan for the Future sets out the following three key themes with organisational objectives. 
Strategies and actions have been developed as part of the corporate business planning process for working 
toward the Shire’s vision. 
 

Our People 
Looking after our people – our 
communities are healthy, happy and 
informed. 

• Support and facilitate community involvement and 
participation opportunities.  

• Advocate for adequate health and emergency services 
provision.  

• Ensure appropriate water supply for Warburton.  

• Ensure appropriate regulatory health and waste services 
provision with funding.  

• Support education opportunities and advocate for 
appropriate education services. 

• Advocate for adequate telecommunication infrastructure 
and services.  

Our Land 
Looking after our land – which we all 
depend upon to keep good for our 
children and grandchildren. 
 

• Help preserve, enhance and enjoy our land. 

• Support appropriate tourism and visitor attraction 
initiatives.  

• Effective management and planning of road 
infrastructure.  

• Maintain Shire owned buildings and facilities.  

• Appropriate service delivery.  

• Ensure good community facilities.  

Our Leadership  
Showing the way for our 
communities – doing the right thigs 
to look after our people and land.  
 

• Provide strategic leadership and good governance.  

• Advocate on behalf of our communities.  

• Maintain corporate governance, responsibility and 
accountability.  

• Provide a good place to work.  

 

Position Title: 
Manager Corporate & Community 
Services 

Reports to: Chief Executive Officer  

Job Type: Full Time Location: 
Hybrid - Warburton / Work from 
home 

Direct Reports  

• Finance Coordinator 
• Human Resources Coordinator 
• Workplace Health and Safety 

Coordinator 
• Administration Coordinator 
• Planning Officer 

Award:  
Local Government Industry 
Award 2020 



 

Last review date: 06 March  2024  
Approved by:  

 

Position Purpose  

 
The Manager, Corporate & Community Services, plays a pivotal role in providing effective leadership to the 
Shire's Corporate and Community Services team. This position is responsible for managing the Shire of 
Ngaanyatjarraku's operations across administrative, financial, and community service portfolios in alignment 
with statutory requirements and Council Policy. The Manager leads the delivery of high-quality, customer-
focused corporate services to the community, encompassing information technology, financial management, 
governance, corporate information, customer service, marketing and communications, as well as community 
and economic development initiatives. 
 
 

Principal Responsibilities and Duties 

 

Administration 
and Governance: 
 

1. Manage the Shire of Ngaanyatjarraku’s administrative operations in 
accordance with statutory requirements and Council Policy. 

2. Provide support to Council and the Chief Executive Officer in relation to local 
government governance and compliance functions. 

3. Manage the internal audit function. 
4. Undertake and implement appropriate strategic planning and policy 

development within the Corporate and Community Services directorate. 
5. Oversee the management of the Shire’s records system and procedures. 

Financial 
Management: 
 

6. Comply with Legislative and Council policy requirements in developing and 
maintaining Council’s financial systems. 

7. Coordinate and liaise with the Shire's auditors to facilitate audit processes 
and respond to system changes where required.  

8. Facilitate the preparation of agenda content for presentation to Council and 
Audit Committee meetings.  

9. Facilitate the completion of end of month and end of year financial reports 
and reconciliations. 

10. Facilitate the preparation and reviews of annual budgets, long term 
financial management plans and rating strategies.  

11. Oversee the rating functions of the Shire to ensure all rate book balances 
are verified and that valuations are balanced to the total supplied by the 
Valuer General.  

12. Oversee the Shire’s Goods and Services Tax records and the preparation of 
returns for submission to the Australian Taxation Office.  

13. Oversee payroll / personnel functions and ensure compliance with relevant 
Awards. 

14. Identify opportunities for funding and coordinate the preparation of 
submissions and applications to maximise grants and new funding. 

15. Oversee financial management processes and ensure compliance of the 
Shire’s accounting practices with the Local Government Act 1995 and Local 
Government (Financial Management Regulations) 1996.  

16. Coordinate and liaise with the Shire's auditors to facilitate audit processes 
and respond to system changes where required.  

17. Facilitate the preparation of agenda content for presentation to Council and 
Audit Committee meetings.  

18. Facilitate the completion of end of month and end of year financial reports 
and reconciliations. 

19. Facilitate the preparation and reviews of annual budgets, long term 
financial management plans and rating strategies.  
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20. Oversee the rating functions of the Shire to ensure all rate book balances are 
verified and that valuations are balanced to the total supplied by the Valuer 
General.  

21. Oversee the Shire’s Goods and Services Tax records and the preparation of 
returns for submission to the Australian Taxation Office.  

22. Oversee payroll / personnel functions and ensure compliance with relevant 
Awards.  

Community 
Engagement: 
 

23. Build strong relationships with community members, stakeholders, and 
external partners to identify needs and opportunities for community and 
tourism initiatives.  

24. Lead the development and implementation of community service initiatives, 
including marketing and communications strategies, community engagement 
programs, and economic development projects. 

25. Collaborate with internal and external stakeholders to identify community 
needs and develop appropriate service delivery solutions. 

26. Promote participation and encourage community involvement through 
outreach, marketing, and promotional activities. 

27. Deliver the Shire’s community development initiatives.  
28. Monitor and evaluate the effectiveness of community service programs, 

making recommendations for improvements as necessary. 
29. Champion a customer-focused approach within the Corporate and 

Community Services team, ensuring the needs of the community are 
prioritised in service delivery. 

Information, 
Communication 
and Technology: 

30. Maintain knowledge of the Council’s needs in the area of ICT, PC network and 
applications software. 

31. Coordinate and prepare Shire of Ngaanyatjarraku’s media communication. 
32. Maintain the content and design of the Shire of Ngaanyatjarraku website, 

Facebook, online Warta Shop and other online media channels. 
33. Coordinate the production of Council’s corporate documents. 

Organisational 
Compliance: 

 

34. Ensure that the compliance requirements of relevant Acts, Regulations and 
local laws are met in the delivery of services.  

35. In accordance with Work Health and Safety legislation, ensure that:  
i) Proactively lead, monitor and promoting a safety awareness culture and 

focus on safe work practices  
ii) Consult and provide guidance and support to staff to enable them to 

work and identify and report potential hazards. 
iii) Accidents and incidents are promptly reported;  
iv) Sufficient equipment, resources and training is provided to staff to 

ensure a safe working environment.  
36. Conduct regular workplace inspections and risk assessments 

Leadership and 
Management: 

37. Assist the Chief Executive Officer and Council in developing and attaining the 
strategic objectives of the Shire. 

38. Provide effective leadership to the Operations team, fostering a culture of 
collaboration, empowerment, accountability, and excellence. 

39. Promote and model professional behaviour consistent with the Shire’s Code 
of Conduct and stated organisational values. 

40. Manage and mentor staff, ensuring they have the necessary resources and 
support to carry out their duties effectively. 

41. Ensure effective and timely  performance reviews and performance 
improvement/management is implemented as required. 
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42. Participation in cultural awareness training programs or workshops to 
enhance understanding of Indigenous perspectives, and contemporary 
issues. 

 

 

Key Competencies 

 
Qualifications and / or Training  Essential  Desirable 

A Tertiary qualification in a relevant field, or suitable experience 
within a similar role to demonstrate the ability to perform the 
duties of the position. 

✓  

National Police Clearance. ✓  

Current C Class Drivers Licence. ✓  

Hold or progress HLTAID005 Provide first aid in remote 
situations or willingness to obtain. 

 ✓ 

Skills and Knowledge Essential  Desirable 

Ability and willingness to live in a remote location on a rotational 
basis and to travel alone. 

✓   

Demonstrated leadership skills and capability to supervise a 
number of direct reports. 

✓   

Highly developed knowledge of information technology and 
software operations. 

✓   

Highly developed strategic planning and forward planning skills. ✓   

Solutions focussed and outcomes oriented with the ability to 
extricate information, apply sound judgement and make good 
decisions. 

✓   

Well-developed leadership and team development skills, 
management skills, public relations and interpersonal skills, 
analytical and problem-solving skills.  

✓   

Strong written and verbal communication skills and well-
developed computer literacy skills particularly within a Microsoft 
Office environment. 

✓   

Ability to work collaboratively with diverse stakeholders and 
community groups. 

✓   

Highly developed knowledge of the Local Government Act, 
general Local Government practices and procedures, compliance 
and financial requirements.  

 ✓ 

Experience  Essential  Desirable 

Proven experience working in a leadership or management 
position in the local government, commercial or public sectors.  

✓  

Strong understanding of corporate and community services 
functions, including financial management, governance, and 
community development. 

✓  

Experience of working and dealing with indigenous people and 
issues affecting them. 

✓   
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Budget planning and sourcing of external funding. ✓   

Experience in the local government sector with comprehensive 
knowledge of local government processes, policies or 
procedures. 

 ✓ 

Experience with Synergy/IT Vision software.  ✓ 

Judgement Essential  Desirable 

This position works with limited supervision and is governed by 
work practices, standards and procedures. 

✓   

 

 


