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Administration Officer

Title:			Administration Officer
Position Number:	BH200
Level:			ToC 6
Department:	Development & Regulatory Services
1. Position Objectives
[bookmark: _GoBack]Process Development and Regulatory Services applications ensuring statutory timeframes are met, including the provision of timely, professional advice and guidance to customers on administrative matters in relation to legislation relevant to the Development and Regulatory Services directorate and other relevant codes and standards.
2. Key Responsibilities
 2.1 Development and Regulatory Services Administration
· Process Development and Regulatory Services applications. 
· Consult and advise applicants on all administrative aspects of Development and Regulatory, applications and approvals, and provide timely advice and guidance. 
· Maintain a register of all applications issued (including associated fees and charges)
· Provide effective administrative support to the Development and Regulatory team.
· Produce as necessary accurate, timely and relevant planning reports for the Town’s, Management and the Development and Regulatory Team, and provide information for distribution to external agencies as required.
· Assist in the preparation of agendas and minutes for various internal and external meetings, and attend such meetings when required.
· Liaise with the Towns reference groups regarding meetings, distribute an annual meetings schedule and coordinate meetings when required.
· Coordinate and maintain the Town’s website for Development and Regulatory Services as required.
· Assist with other administrative duties as requested.
· Provide regular and timely updates to the management regarding the administration and operation of services. 


2.2 Personal Accountability 
· Ability to work autonomously under limited supervision, effectively prioritize competing tasks, and consistently meet deadlines.
· Active participation, professional cooperation and collaboration with internal and external stakeholders
· Adherence to and demonstration of the values and behaviours as defined in the Town of Cottesloe Code of Conduct for Employees (2021)
2.3 Workplace Health and Safety
· Demonstrate personal responsibility towards proactively ensuring both a physically and psychologically safe work environment for all.
· Commitment to and application of Town Policies relating to: Equal Employment Opportunity, and Workplace Health and Safety.
· Timely and accurate reporting unsafe work conditions and/or incidents.
3.  Extent of Authority
Work performed is within general guidelines, procedures, policies and legislation. Guidance is available from senior staff in undertaking established processes.
4.  Organisational Relationships
Reports to: 
Allocated Area Manager i.e. Planning Services, Rangers and Compliance, 
Director Development and Regulatory Services 
Internal Stakeholders: 
Chief Executive Officer
Employees of the Town across all Departments
External Stakeholders:      
Public
Consultants
Developers
Other Local Governments
Government Departments and Agencies
Design Review Panel Members
Project Working Groups

5. Selection Criteria
5.1 Essential 
· Significant experience in an administrative or business support function in a medium to large, complex organization;
· Highly developed customer service skills and demonstrated ability to be professional, diplomatic, assertive, discrete, and courteous and maintain confidentiality;
· Highly developed interpersonal skills and proven communication skills, with the ability to liaise confidently with stakeholders of all levels; and
· Sound technological skills (Microsoft Suite) with the ability to learn and adapt to new technology systems and updates.
5.2 Desirable 
· Knowledge and/or experience in local government; and
· Certificate IV in Business or equivalent. 
5.3 Appointment Criteria
· Evidence of Australian working rights;
· National Police Clearance (within last six months); and
· Successful completion of a pre-employment medical.
6. Employment Conditions
· Town of Cottesloe Industrial Agreement 2024; and
· Town of Cottesloe Code of Conduct.





Prepared by:		Manager People and Culture 
Director:		Director Development and Regulatory Services
Date prepared:		15 September 2023
Document last reviewed:	22 January 2026

Approved by Chief Executive Officer: 	___________________________

Date of Registration:		22 January 2026




Signed: ________________________________________________ Date: ______________________
				Employee


Signed: ________________________________________________ Date: ______________________
	       		Manager Building and Health
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