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JOB TITLE		MUNICIPAL SERVICES OFFICER

REPORTS TO		Community Services Manager


	POSITION DESCRIPTION

	

	Position purpose
	Reporting to the Community Services Manager you will be responsible for daily power station, water and waste water meter readings, power and water compound maintenance, dust control services, rubbish collection and tip maintenance.


	Main tasks








	Core objectives include: 

Airstrip inspection and maintenance
Carry out daily power station, water and waste water meter readings
Dust control services 
Provide daily and weekly inspection sheets to PMMRAC
Provide fortnightly timesheets to PMMRAC
Provide readings weekly to PMMRAC
Power and water compound maintenance
Record power house fuel consumables and record fuel meter readings, fax record sheet to PMMRAC
Rubbish Collection
Sewer pond inspection and maintenance
Tip Maintenance
Weekly vehicle and trailer inspection checklists, report faults to PMMRAC

The above list is not exhaustive and the role may change to meet the overall objectives of the company.


	Other Duties
	Fulfil other duties as required by management and other department personnel as requested/required.


	PERSON SPECIFICATION

	

	Qualifications 
	· Bobcat License
· Excavator licence
· First Aid (HLTAID001, HLTAID002, HLTAID003)
· Front end loader licence
· Chainsaw (desirable)
· MC drivers licence (desirable)


	Experience

	Demonstrated experience in a similar role 
Demonstrated experience in working with government departments 
Demonstrated time management skills
Demonstrated verbal and written communication skills

	Knowledge
	Demonstrated knowledge, understanding of and commitment to the principles of Equal Opportunity and Occupational Health and Safety
Demonstrated knowledge of machinery operations


	Skills & competencies
	Communication: the ability to communicate clearly and concisely, varying communication style depending upon the audience.
Attention to detail: excellent attention to detail and written skills when communicating with others, both internally and externally.
Teamwork: willingness to assist and support others as required and work alongside team members in a professional and positive environment. 
Time management/organisation: accomplish objectives effectively within time frame given, and carry out administrative duties within portfolio in an efficient and timely manner.


	Personal attributes
	Professional approach
Ability to work under pressure
Ability to build rapport with colleagues, suppliers and community members
Organisational and time management skills
Excellent attention to detail
Confident manner 
Positive approach to change 


	Other
	Current National Police Clearance (essential)
Current manual ‘C’ class drivers licence (essential)




This job description serves to illustrate the scope and responsibilities of the post and is not intended to be an exhaustive list of duties. You will be expected to perform other job related tasks requested by management and as necessitated by the development of this role and the development of the business.

ACKNOWLEDGEMENT


I certify that I have read, understood and accept the duties, responsibilities and obligations of my position.

	SIGNED BY YOU


.........................................................
Employee
	
	


.............................................
Date




	SIGNED BY AUTHORISED PERSON


.........................................................
Chief Executive Officer

	
	


.............................................
Date
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