
 
 

POSITION VACANT 

 Council Services Coordinator  
Ramingining 

Full Time Fixed Term (2 Years) 
Level 6, Step 1 - $79,733.50 gross per annum (Plus Superannuation, Allowances 

and Subsidised Housing) 

 
Primary Objective: 
The Council Services Coordinator supports the Council Service Manager in the management of 
Local Government Services provided by Council within the Community and to provide an efficient 
and effective business service.    
 
Key Responsibilities: 
Municipal Services: 

1. Develop and maintain effective partnerships and linkages with managers, agencies, contract 
service providers and other stakeholders, to assist in achieving the East Arnhem Regional 
Council’s strategic objectives. 

2. Oversee and promote a high standard of grounds maintenance, waste management services, 
roads maintenance and other municipal works within the community including the identification 
and reporting of hazards, over hanging tree limbs and damaged infrastructure within the 
community. 

3. Contribute to the Municipal Services Annual budget, monitor costs, analyse variances and 
manage incoming funds. 

4. Monitor and report on the effectiveness of the Municipal Service activities, policies and plans 
to enhance Council’s strategic, business and cultural development. 

5. Provide leadership and supervision for the Municipal Services team to achieve desired 
outcomes within the requirements of Workplace, Health and Safety (eg. practical use of plant, 
machines and hand held implements and tools). 

6. Organise, delegate and monitor work schedules, provide ongoing supervision and training to 
staff to ensure work schedules are met. 

 
Administration Support: 
 
1. Manage communication systems and protocols by identifying needs, evaluating options and 

maintaining equipment. 
2. Procure materials by obtaining requirements, negotiating price, quality, delivery, reconcile and 

approving invoices. 
3. Facilitate the human resource functions within the community including assisting with 

recruitment. 
4. Maintain continuity among corporate, division, and local work teams by documenting and 

communicating actions, irregularities, and continuing needs. 
 
Essential Selection Criteria: 
1. Trade or tertiary qualifications or substantive industry experience in a related discipline (i.e. 

Environmental Management, Mechanic, Horticulture, Plant Operation, Training). 
2. Sound management skills with demonstrated ability to effectively lead, train and motivate staff 

to achieve high quality outcomes. 
3. Strong interpersonal skills, including high level written and oral communication, mediation and 

negotiation skills with an ability to relate appropriately to staff at all levels while providing 
effective client services. 
 
 
 
 

 
 



 
 

 
 
4. High level of planning and time management skills with an ability to manage competing 

priorities within the broader community and be able to provide practical hands on and diverse 
financial and administrative experience. 

5. Demonstrated proficiency in computer word processing, spreadsheets and database programs 
for management purposes. 

6. Ability to interpret drawings and specifications for roads and drainage works. 
7. Awareness of issues affecting Indigenous people (or demonstrated commitment to learn) to 

effectively participate in a cross culturall environment and a keenness to mentor and train 
Indigenous people wherever practical. 

8. Demonstrated experience in maintaining a safe working environment and to ensure that all 
Workplace, Health and Safety regulations are adhered to. 

 
Desirable Selection Criteria: 
1. Experience living and working in a remote Indigenous community environment. 
2. Sound understanding of the role of the East Arnhem Regional Council and the services it 

provides. 
 

 
NOTE: The preferred applicant must hold a HR, backhoe, skid steer, front end loader license and a 

current Manual C Class Drivers License. 
  
 
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. 
 

Applicants must address the Selection Criteria to be considered for the position 
 

Applications Close: 12th April 2017 
 
 

To apply please forward your application to hr@eastarnhem.nt.gov.au or for more information 
contact Andrew Walsh, Council Services Manager on (08) 8970 3306 or 0459 106 201  

 
 
East Arnhem Regional Council is an Equal Employment Opportunity (EEO) Employer 
 
 
Thank you for your application for a position with East Arnhem Regional Council.  Please note that only short-listed candidates 
who move to the next stage in the selection process will be contacted. 
 
Please note your personal information will only be used for recruitment purposes. 
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