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Title:


Governance Support Officer
Level:


TOC Level 6
Directorate:

CEO
Department:
Governance
1. POSITION OBJECTIVES
· Support the effective operation of the Town’s governance and Council/Committee Administration functions in line with the WA local government regulatory framework. 
· Monitor implementation of Council/Committee decisions, assist with preparing reports, contribute to continuous improvement of corporate procedures and processes, assist with preparing and providing governance advice, effectively maintaining all governance registers, coordinate effective management of legal agreements including leases and licences, assist to develop the Town’s governance framework and draft Executive, Council/Committee reports as directed. 
2. Key Responsibilities
2.1 Council and Committee Administration
· Preparing, publishing and distributing timely Council agendas, minutes, business papers, and reports for Council and Committee meetings (including Special Council Meetings).
· Assisting to manage the Town's meeting processes, ensuring compliance with internal protocols, statutory requirements, and report/agenda/minutes timelines.

· Co-ordinate statements and public questions.

· Provide assistance to Manager Governance with the recording of minutes.

· Providing efficient and confidential administrative support for the Governance team and Council.
2.2 Governance, Compliance and Legal Agreement Management

· Maintaining, reviewing, and monitoring governance registers to ensure they remain current and compliant with statutory review requirements.

· Monitoring legal agreement registers to ensure they are up-to-date and liaising with parties to agreements on renewals, variations, extensions etc.  

· Assisting with coordination and review of policies and local laws.

· Ensuring governance processes align with legislative obligations.
2.3 Risk Management, Assurance Reporting and Governance Support

· Supporting the Manager Governance with governance activities.

· Coordinating collection of quarterly risk management updates and other information from across the organisation to assist with Audit, Risk and Improvement Committee reports.

· Contributing to governance improvement projects and organisational compliance activities.
2.4 Electoral Services 

· Assisting with local government election activities.

· Updating and maintaining Owner Occupier Roll.

· Supporting compliance with electoral legislation and associated record-keeping requirements.

· Effectively communicating with West Australian Electoral Commission.
2.5 Policy, Procedure and Continuous Improvement

· Developing Governance and Risk CEO Procedures, processes, guidelines and contributing to standardisation and documentation of governance practices.

· Assisting with development of training materials.

· Supporting continuous improvement of governance frameworks, systems, and processes.
2.6 General Governance Responsibilities

· Carrying out other duties as requested by the Manager Governance consistent with classification level, skills and experience. 
2.7 Personal Accountability
· Make ethical decisions and be accountable for them consistent with the requirements of the Town’s Code of Conduct, values, policies and procedures.
· Ensure efficient and effective use of Town resources.
· Promote the development and continuous improvement of efficient and effective work practices.
· Provide a high level of customer service.
· Develop and maintain strong relationships with internal and external stakeholders.
2.8 Workplace Health and Safety
· Comply with all work procedures for hazard identification, risk assessment and risk control.
· Actively participate in WHS activities or programmes associated with the management of WHS.
· Take reasonable care to ensure own safety at work, and avoid adversely affecting the safety of others.
· Identification and reporting of health and safety hazards, accidents, incidents, injuries, property damage at the workplace.

· Ensure correct personal protective equipment is worn or used for the task or activity as required or directed.
3. Selection Criteria
3.1    Essential 

1. Demonstrated capability and experience in a business support or senior administrative role.

2. Ability to think critically, analyse data and anticipate relevant content to ensure decision makers are fully informed. High levels of attention to detail.

3. Ability to research, organise and solve problems so the organisation follows all laws and policies.

4. Use clear communication that anticipates future needs and plans ahead. 
5. Staying calm, thinking clearly and managing priorities effectively in a high-pressure environment.

6. Ability to build and maintain effective and respectful working relationships with a range of internal and external stakeholders.
7. Demonstrate professionalism, confidentiality, discretion and commitment to ongoing self improvement.
3.2    Desirable 

· Previous experience in a governance or Council secretariat role. 
· Experience working in local government or public service.
· Experience with InfoCouncil, CM10, DataScape, MS365.
3.3    Additional Requirements
· Current rights to work in Australia.
· Willingness to undergo pre-employment medical. 
· Current National Police Clearance (or ability to obtain).
4. Organisational Relationships
Reports to: 
Manager Governance
Internal Stakeholders:
CEO 
Manager Governance

Senior Information Management Officer

Elected Member Services Officer

Town of Cottesloe employees
External Stakeholders: 
Ratepayers

Customers
Lessees

External organisations and agencies

West Australian Electoral Commission
5. Extent of Authority
· This position may have delegated authority as directed by the Chief Executive Officer. 
6. Employment Conditions
· Town of Cottesloe Industrial Agreement 2024; and
· Town of Cottesloe Code of Conduct.
Prepared by:


Manager People and Culture
Date prepared:

21 September 2026
Approved by Chief Executive Officer: ____________________________
Signed by Employee: ____________________________________ Date: ______________________
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