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Position Description

SECTION 1 – POSITION IDENTIFICATION

	Title: 
	Housing Admin Officer

	Department:
	Corporate Services

	Responsible to:
	Director Corporate Service

	Salary:
	 $50-65k negotiable

	Classification:
	Local Government Officers Award (Level 3)


SECTION 2 - POSITION FUNCTION

	Purpose
· To provide administrative, contracts and tenancy support to the Director Corporate Service
· To facilitate and coordinate tenancy requests including inspections and maintenance.
· To provide timely and efficient support to the housing and operations unit. 


SECTION 3 - KEY DUTIES & RESPONSIBILITIES

	1. Develop, maintain and monitor property management and maintenance systems.
Can include:
· Urgent repairs and general maintenance are completed or programmed for completion.

· Ensure that ad hoc, small repairs are undertaken, where possible, at inspection.

· Property Management Registers are up to date

· Successful completion of Property Maintenance Reports on all Shire properties as according to legislation.

· Monitoring expenditure and budget allocations and completing trend analysis.
2. Administrative Assistance as directed by the Director Corporate Service.
Can include:

· Administrative tasks assigned are completed as according to standards set by each task.
3. To ensure (in co-operation with the Records Manager/Records Officer) that all documents for which the Officer has responsibility are registered and managed in accordance with the Records Management Plan approved by the Chief Executive Officer.

4. To comply with Occupational Health and Safety legislation and promote safe work practices including ensuring any required OSH documents such as risk assessments, incident reports, hazard registers are completed and forwarded to the supervisor.



SECTION 4 – SPECIFIC DUTIES
	· Project, property and contract monitoring and actionable work as a result of monitoring/inspection of Housing and Civic Buildings 
· Provide advice to and obtain information from internal and external clients, service providers and stakeholders in relation to maintenance issues, 
· Provide housing and tenancy administrative support for the tenants and the Director Corporate Services
· Facilitate general tenancy requests, complaints and building maintenance requests, including follow up inspections and close out inspections.
· Manage and maintain housing, tenancy and maintenance registers for all Shire properties. 
· Coordinate and conduct routine inspections for all Shire properties.
· Perform property condition reports and liaise maintenance Contractor and tenants.
· Maintenance of ongoing projects in Director Corporate Service absence

· Assisting in the day-to-day administration of the Corporate Services team
· Managing work to achieve on-time and on-budget outcomes




SECTION 5 - SELECTION CRITERIA 
	Essential:

Desirable:


	Skills

Demonstrate experience in housing or real estate administration

Solid computer skills

Time management skills

Good verbal and basic written communication skills

Developed interpersonal and public relations skills 

Negotiation skills

Hold a current “C” class driver’s licence.
Knowledge of the following legislation:

Occupational Safety and Health Act 1984 (WA)

Local Government Act 1995 (WA)

Residential Tenancies Act 1987 (WA)

Dividing Fences Act 1961 (WA)

Qualifications and/or Training

Certificate in Property Services (Real Estate)




	Shire Policy Requirements


	Police Clearance 

It is a requirement for all employees of the Shire of Halls Creek to provide a National Police Clearance (at interview or within 3 months of appointment) and maintain a clear record as it pertains to the requirements of the role, duties and obligations of the position.

Working with Children Clearance

It is a requirement to have a current WWC clearance (at interview or within 3 months of appointment) and maintain a clear record as it pertains to the requirements of the role, duties and obligations of the position. 
Medical 

It is a requirement for all employees of the Shire of Halls Creek to undertake a medical with necessary testing suitable for the role, duties and obligations of the position, (within 3 months of appointment) which will include a drug test. 

Driver’s License 

Minimum C class driver’s license. A copy to be provided upon interview or at commencement.




SECTION 6 - APPOINTMENT FACTORS

	Location
	Shire of Halls Creek, HALLS CREEK, WA 6770. 



	Organisational Relationships
	Responsible to:        Director Corporate Service
Internal and External Liaison:

Internal
All Council Staff

External
General Public, 


Local Services


Contractors and Suppliers 




	Extent of Authority
	Works in accordance with general direction from the Director Corporate Services and practice and procedures


	Delegation Authority 

	Procurement and timesheets

	Employment Terms
	A Probationary period of 3 months will apply to this position in accordance with Shire policy.




SECTION 7 - CERTIFICATION

The details contained in this document are an accurate statement of the purpose, duties and role specifications and other requirements of the position.

	CEO
	    
	Date


Noel Mason

Chief Executive Officer

I have read and understood the requirements of the position as detailed in this document.

	Employee
	
	Date Appointed


[image: image2.png]



1
4
Drafted 7/04/2021

