
POSITION DESCRIPTION 

ADMINISTRATION SUPPORT OFFICER 
 

V1_July 2018 

Job Title:  Administration Support Officer 
Designation:  Level 3 (plus allowances and superannuation) 
Work Unit:  Council Services 
Responsible To: Local Authority Liaison Officer 
 
Primary Objective: 
The Administration Support Officer will provide a high level of administrative support to the Council 
Services directorate.  
 
Key Responsibilities: 
1. Manage daily administrative duties including telephone enquiries, travel and accommodation 

bookings, purchase orders, producing clear itineraries and credit card acquittals.  
2. Ensure compliance with appropriate accounting practices, controls, policies and procedures. 
3. Organise meetings, including event management, arranging facilities, catering, travel and 

attendance of participants. 
4. Provide support for key projects being implemented in the Council Services directorate. 
5. Comply with all Health and Safety Policies and Legislation in the performance of your duties and 

responsibilities. 
6. Communicate effectively and liaise with Executive staff, regional and community based 

managers, key clients and stakeholders. 
7. Provide office administration, assistance and support to other EARC departments as required. 
 
Essential Selection Criteria: 
1. Experience in computerised accounting functions, accounts receivable/rate debtor systems. 
2. Proficiency in Microsoft Excel & Word software. 
3. Strong communication skills, including written and oral communication, with an ability to 

communicate at all levels effectively.  
4. Ability to organise and prioritise workloads to ensure deadlines are met.  
 
Desirable Selection Criteria: 
1. Previous experience working or living within an Indigenous setting and ability to 

demonstrate a high level of cross cultural awareness in the workplace. 
2. Awareness of issues affecting Indigenous people to ensure effective participation in a 

cross-cultural environment. 
 
The preferred applicant will be required to undergo a Criminal History Check and obtain a Working 
with Children Clearance. Criminal history will not exclude an applicant unless it is relevant to the 
position. 
 
East Arnhem Regional Council is an Equal Employment Opportunity (EEO) employer. 
 
 
 
 

 

John Japp 
Chief Executive Officer 
East Arnhem Regional Council 


