BOURKE
SHIRE
COUNCIL

JOB VACANCY

ADMINISTRATIVE SUPPORT

OFFICER

THE JOB:

To provide accurate and professional administrative
support for departmental managers and the Executive
Assistant and assist the Customer Service Unit, as required.

ABOUT US:

We are committed to providing a welcoming workplace
where everyone feels respected, safe, and supported. This
means we value team players with a positive attitude,
respectful behavior and a keenness to learn.

IF YOU HAVE SKILLS THAT MATCH
OUR JOB, AND:

e Certificate Il Business Administration or solid experience

LIKE MORE
INFORMATION?

Please contact Manager
Corporate Services, Ang
Pasang Rai, on 02 6830 8000
or jobs@bourke.nsw.gov.au

in a similar role.

Experience preparing business documents,
agendas, and taking minutes.

Ability to work as a member of a team and provide
customer service to a diverse range of customers.
Experience using the Microsoft Office suite.

Ability to prioritise, plan work and manage competing
priorifies.

Ability to communicate effectively, verbally and in
writing.

Class C NSW Diriver Licence.

meeting

THEN WE WILL OFFER YOU:

9-day fortnight

$64,360.40 to $77,232.48 (gross) plus 12% super

6.5 weeks long service leave after 5 years continuous
service

Opportunity to learn new skills in a supportive environment

The Application Pack is on
our website:
www.bourke.nsw.gov.au
/council/positions-vacant/

Work in Bourke!
www.bourke.nsw.gov.au/
work-in-bourke/




29 Mitchell St, Bourke, N.S.W. 2840
BOURKE P.O. Box 21, Bourke, N.S.W. 2840

SHIRE _ Telephone (02)6830 8000
COUNCIL Mt Epsie Bekano ey

Position Administrative Support Officer

Reports to Team Leader Customer and Administrative Services

Department Corporate Services

Band/Level Band 2 / Level 1

Grade 3

Date revised August 2026

This position description broadly describes the accountabilities, duties and conduct
of an employee of Bourke Shire Council. The role will change over time, in line with
the changing needs of the organisation.

Primary Purpose

To provide accurate and professional administrative support for departmental
managers and the Executive Assistant and assist the Customer Service Unit, as
required.

Council Values

Council’s values of Openness, Honesty, Respect, Accountability, Objectiveness,
Leadership, Selflessness, and Integrity guide the decisions, actions and conduct of all
employees.

Core Accountabilities

» Deliver administrative services and support to departmental managers, including
but not limited to collating and compiling data, preparing correspondence,
briefing documents, and reports. Provide secretariate support for various
meetings and committees, including but not limited to meeting coordination,
maintenance of member details, agenda preparation and meeting minutes.

» Coordinate the customer request process relating to the booking and
preparation of sporting and recreation venues and council-controlled buildings
and facilities, so they are fit-for-purpose and ready for use.

= Assist with the delivery of executive services during peak work periods or periods
of leave by preparing the Business Paper, recording Council meeting minutes,
and undertaking other administrative duties associated with supporting the
General Manager and Council.

»  Support the work of the Customer Service Unit during peak periods or periods of

leave, including but not limited to in-person and telephone enquiries, processing

payments and general administrative duties.

Undertake the duties of Service NSW Officer as required.



» Contribute to the performance of council: leading by example, demonstrating
professional conduct, making the best use of knowledge, experience, and skills,
and being accountable for the decisions made.

= Ensure a safe working environment by taking accountability for own actions and
complying with council’s WHS policies and procedures.

The employee is required to undertake any other duties, projects or tasks as directed
by the manager or supervisor, which are within his/her skills, competence, and
training.

The employee is to comply with the organisation’s Code of Conduct, policies, and
procedures (as varied from time to tfime) and undertake training and development
to maintain up-to-date skills, knowledge, and qualifications.

Essential Criteria

1. Certificate lll Business Administration or solid experience in a similar role.

2. Demonstrated experience preparing business documents, meeting agendas,
and ftaking minutes.

Proven ability to provide customer service to a diverse range of customers.
Solid experience using Microsoft Office Word, Outlook, and Excel.

Proven ability to work as a member of a feam and contribute to feam goals.
Demonstrated ability to prioritise and plan work and manage competing
priorities.

Proven ability to communicate effectively, verbally and in writing.

8. Class C NSW driver licence.
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Desirable Criteria

1. Experience as an Administration Officer, Executive Assistant or similar.

Date:

Agreed:

Employee Name Employee Signature
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