	POSITION DESCRIPTION

	Title
	Management Support Officer

	Award
	Aboriginal Communities & Organisations (WA) Award 2001

	Level
	Negotiable

	Position Status
	Permanent

	Location / Base
	Alice Springs


PURPOSE OF POSITION

The Management Support Officer provides high-level secretarial and administrative support to both the Coordinator, Council Chairman and Governing Committee members.
This role will also support the Human Resource Manager and the Legal Counsel.
REPORTS TO

Coordinator
ABOUT NGAANYATJARRA COUNCIL

Ngaanyatjarra Council (Aboriginal Corporation) is an organisation representing the interests of around 2000 Ngaanyatjarra, Pintupi and Pitjantjatjara people living in 12 communities in the Central Desert region of Western Australia.

Ngaanyatjarra Council which was incorporated in March 1981 is the principal organisation in the Ngaanyatjarra corporate structure, which includes the following entities;
Ngaanyatjarra Services (Aboriginal Corporation)

Ngaanyatjarra Health Service (Aboriginal Corporation)

Indervon Pty Ltd (Caltex Alice Springs)

NATS (NG Agency & Transport Service)

Ngaanyatjarra Media (Aboriginal Corporation)

KEY RESPONSIBILITIES

1. Operations

· Provide a high level of administrative and executive support to the Coordinator, in a professional and timely manner.
· Compile documents and papers in advance to reflect Agenda items and matters, in preparedness of monthly Governing Committee and Council meetings.
· Interpret, compile and appropriately record minutes from Governing Committee and Council meetings on a monthly basis – ensuring that, when necessary; outstanding items are carried forward to next Agenda.
· Undertake the full range of secretarial functions on behalf of the Coordinator, Legal Counsel, HR Manager, Council Chairman and Governing Committee as required.
· Undertake specific administrative tasks in relation to such matters as the issuing of purchase order books, maintaining Registers, travel, and general correspondence.
· Provide back-up support to the issuing of standard travel permits to enter Ngaanyatjarra Lands, and issue permits requiring approval by Communities and permits approved by the Governing Committee.
· Maintain the administrative filing system for HR, Legal Counsel adhering to archiving and retention rules.
· Provide liaison and support to Community Development Advisor’s, Community office staff, Funding Body staff and other Government Agencies staff as and when required.

· Organise funerals in a highly sensitive and efficient manner, liaising with all relevant counterparts to ensure a smooth process is carried out
· Refer internal/external queries to appropriate personnel for attention.
· Sound comprehension of budgetary requirements and cost coding, when dealing with financial correspondence such as purchases and invoicing.
· Supervision of Receptionist and providing back up for this role during lunch periods, annual leave etc.
· Generally oversee the effective day to day running of the office environment.

HR Duties
· Ongoing file maintenance.
· Arranging police checks.
· Issuing review/probation documentation and subsequent follow up.
· Drawing up letters of offer with direction from HR Manager.
· Screening phone calls when necessary.
· Assist with recruitment advertising.
· Maintain staff spreadsheet.
· Assist HR Manager as required in times of high operational requirements.
Legal Counsel
· Distribute correspondence as required.
· Upkeep community members register.
· Carry out company searches.
· Provide Legal Counsel with as much administrative support as is required.
2. Continuous Improvement

· Be pro-active in streamlining processes and procedures as necessary.
· To be outcome focussed, providing effective and efficient client service and support.
3. Efficiency & Effectiveness

· Quick to respond to enquiries and action where relevant and/or necessary.
· High Accuracy skills.
· High use of initiative, and completing tasks in a timely manner.
4. Corporate & Social Responsibility

· Adhere to Council By-Laws and Code of Conduct.
· Maintain high level of confidentiality, especially when dealing with information at that level.
5. Stakeholder Relationships
· Be proactive in the area of relationship management with all Ngaanyatjarra staff, and develop sound working relationships through delivering appropriate and honest support and/or feedback.
· Ensure communications are appropriate to Ngaanyatjarra communities, and Ngaanyatjarra Council & it’s entities within which the role operates.

6. Integrity & Ethical Behaviour
· Act with integrity at all times and ensure that areas of responsibility operate in an open, transparent and accountable manner.
· There is a high level of confidentiality required in both the Management Support role as and it would be expected that this is adhered to at all times. 
SELECTION CRITERIA

The appointee should possess the following skills, abilities and experience;

ESSENTIAL

· Experience working in executive support positions, and ability to cope working in a busy work environment.
· High use of initiative, with the ability to make sound and appropriate decisions without immediate direction.
· Highly developed computing skills and sound working knowledge of Microsoft Office applications.
· Proven ability to work efficiently under pressure by prioritising tasks, using initiative and being well organised.
· An ability to communicate effectively with a broad range of cultures, including that of Indigenous people.
· Ability to work in a dynamic environment and multi-task as required.
DESIRABLE

· Possess, or ability to obtain current NT Drivers Licence.
· Working within an Aboriginal Organisation.
· Personal qualities of integrity, loyalty, trustworthiness and absolute discretion.
APPLICATION LODGEMENT DETAILS

CLOSING DATE:  
CONTACT DETAILS

Should you wish to make for further enquiries regarding this advertised vacancy, please contact:




Sue Sokol



Human Resources Manager
Ngaanyatjarra Council

Ph.  
08 8950 1749



Fax. 
08 8953 1982


sue.sokol@ngaanyatjarra.org.au
	Our postal address is;
	And our Office Location;

	PO Box 644
	58 Head Street

	Alice Springs
	Alice Springs

	NT 
 0871
	NT 
 0870
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