
 
 

POSITION VACANT 
Administration Support Officer 

Full-Time Fixed Term (2 years) 
Level 3 $57,601.05 – $61,109.13 (plus allowances and superannuation) 

 
 
Primary Objective: 
The Administration Support Officer will provide a high level of administration support to the 
Technical Services Unit.  
 
Key Responsibilities: 
1. Administer appropriate accounting practices to ensure compliance with Council’s policies and 

procedures in both Accounts Receivable and Payable areas. 
2. Respond to Finance and Technical Services related enquiries both internally and externally. 
3. Create and maintain well-organized records.  
4. Make telephone and internet bookings and purchases as required. 
5. Provide support and training to the Trainee Administration Officer. 
6. Assist the Regional Waste and Environmental Manager with implementing Council’s Waste 

Strategy, including education and awareness programs within the East Arnhem Region. 
7. Assist with other areas of the Technical Services Unit as required. 
 
Essential Selection Criteria: 
1. Experience in computerised accounting functions, accounts receivable/rate debtor systems. 
2. Genuine interest in accounting and finance management. 
3. Proficiency in Microsoft Excel & Word Applications. 
4. Demonstrated communication skills, including written and oral communication, with an ability 

to communicate at all levels effectively.  
5. Ability to organise and prioritise workloads to ensure deadlines are met.  
6. Ability to fly in small planes. 
 
Desirable Selection Criteria: 
1. Qualifications or previous experience in a related discipline.  
2. Experience with Training and Assessing. 
 
NOTE:   Housing is not available with this position. 
 
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. 
 
 

APPLICATIONS CLOSE:  Wednesday 25 January 2017 
Applicants must address the Selection Criteria to be considered for the position. 

 
Applications can be submitted to the Nhulunbuy Council Office or email HR at 

hr@eastarnhem.nt.gov.au.    Please contact Michael Magalhaes on 0408 270 014 for 
further enquiries. 

 
East Arnhem Regional Council is an Equal Employment Opportunity (EEO) Employer. 
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