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FOR APPLICANTS

Works Support Officer -
Recreation (Land
Improvements)

STATUS Part-Time (0.6 FTE)
12 months fixed-term

WORKGROUP Facilities & Recreation

APPLICATIONS 9am Monday 21 July 2025
CLOSE




Sorell Council

Sorell Council has a range of career opportunities
available. From accounting to engineering to
hortficulture, we provide exciting opportunities in a
range of indoor and outdoor roles.

Why Choose Us




Workplace Health & Safety

The health and safety of its employees, ) .’
confractors, volunteers and visitors is a
priority for Sorell Council. The Council is
committed to providing a safe and
healthy work environment and to taking
all reasonable steps to ensure that all
employees and contractors of the
Council are safe from injuries and risks to
health whilst they are at work. The
Council is also committed to ensuring
that volunteers and visitors are safe from
harm when in Council workplaces.

The Council makes available the y

appropriate resources to ensure that it
complies with relevant work health and
safety legislation and that the workplace
is a safe and healthy one.

Equal employment opportunities

Council provides contemporary conditions of employment and maintains a
committed and a proactive approach to the following key areas:

Equity and Discrimination

Sorell Council is committed to the principles of equity and equal employment
opportunity, to the elimination of inappropriate and unlawful discrimination, all forms
of harassment (including sexual harassment) and bullying in the workplace. The
Council aims to create and sustain a work environment which supports mutual frust
and respect and will take all reasonable steps to ensure that:

e All employees are able to enjoy a workplace that is free from
inappropriate and unlawful discrimination, harassment and bullying;

e Principles of equity and equal employment opportunity are reflected in the
Council's policies and procedures in respect of employees and employment; and

e There are effective procedures in place for the resolution of the genuine concerns
and grievances of employees.

In employment, the Council’s policies and actions will reflect the notfions of
equal opportunity for both genders, including equal pay for the same work.



Employment Flexibility Arrangements

Sorell Council is committed to flexible working arrangements as they relate to all Employees.
With a focus on work-life balance, employees will enjoy the benefits of a supportive
community, both within and outside the workplace.

Safeguarding Children & Young People

Sorell Council are committed to creating and maintaining a Child Safe Organisation. Our
policy outlines Councils position and responsibilities tfoward the safeguarding of children
and young people in our physical and online environments.

Staff roles & responsibilities:

Understand and comply with their roles and responsibilities in keeping children safe.
Report any concerns about the safety and wellbeing of a child or young person.

Obtain and maintain a Working with Vulnerable People Check where required.
Parficipate in training and education in relation to safeguarding children and young
people as required.

Provide environments for children and young people where they feel safe, empowered,
and can parficipate.

Behave safely and appropriately with children and young people.

Conditions of Employment

EMPLOYMENT PRE- EMPLOYMENT MEDICAL ASSESSMENT &
AGREEMENT NATIONAL POLICE CERTIFICATE:

Employment in this position Employment with Council is subject to undertaking a pre-
will be covered by an employment medical examination and a National Police
individual Employment Certificate.

Agreement. Except for any An application form for ‘Consent to Check and Release a
matters specifically covered National Police Certificate’ can be obtained from the

in the Agreement, the Tasmania Police welbsite: www.police.tas.gov.au/services-
provisions of Sorell Council online/police-history-record-checks/how-to-complete-an-
Enterprise Agreement 2022 application/ .

apply to the position.



http://www.police.tas.gov.au/services-online/police-history-record-checks/how-to-complete-an-application/
http://www.police.tas.gov.au/services-online/police-history-record-checks/how-to-complete-an-application/
http://www.police.tas.gov.au/services-online/police-history-record-checks/how-to-complete-an-application/

SUPERANNUATION HOURS OF WORK

The spread of ordinary hours
under the Enterprise
Agreement is from 7:00am to
7:000m Monday to Friday for
indoor employees and
6:00am — 6:00pm for outdoor
employees, Monday to Friday
inclusive.

Sorell Council will make employer superannuation
contributions on the employee’s behalf at a level of the
Australian standard superannuation guarantee during
the six (6) month probationary period and, once
employment is confirmed, Council will contribute what
is stated in the Enterprise Agreement of the employee’s
ordinary time earnings (as per the Australian Taxation
Office definition).

Employer contributions may be directed to any other

complying superannuation fund of the employee’s REMOVAL AND

choice. If no choice is made by the employee the RELOCATIONS EXPENSES

Council will direct the employer contributions to Spirit Payment of relocation

Superannuation, as the default fund for Council expenses will be negofiated

employees. on a case by case basis,
taking into account the level

Employees may make voluntary personal superannuation of the position. This will be at

conftributions to their chosen fund, either by salary the discretion of the General

sacrifice out of pre-tax income, or out of post-tax income. Manager




Advice to applicants

Please read the following information before applying.

THE SELECTION
PROCESS

Sorell Council positions are
filed in accordance with
suitability for the position,
the relative merits of the

candidates and relevant
legislative requirements.

Merit and suitability are
assessed through a
selection process that
comprises the written
application, the applicant's
performance at interview,
any assessment tools that
are utilised and referee
reports.

JOB APPLICATION
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YOUR APPLICATION

Job applications need to be clear and concise as this is the
first step in demonstrating your relevant knowledge, skills,
qualifications and experience. All applications will be
considered based on the essential and desirable
requirements of the positions (the selection criteria is
sometimes referred to as required attributes). The selection
panel reviews all written applications and short-listing for the
intferview is based upon statements addressing the selection
criteria. Many applicants do not proceed past this first stage
of assessment due to failing to provide sufficient information
in their applications.

Your application should provide information that
demonstrates the following:
+ Your knowledge and skills against each of the selection
criteria citing relevant examples.
* Your experience and qualifications and/or ability to
develop the skills required.




SELECTION CRITERIA




/SELECTION CRITERIA \

Essential:
¢ Demonstrated experience in providing high-level administrative support,
including managing customer service requests and coordinating operational
tasks.
e Proficiency in using business systems for data entry, record management and
reporting, with partficular attention to accuracy and compliance.
e Ability to assist with financial processes, including cost reporting and managing
purchase orders.
¢ Understanding of confractor and employee compliance requirements, including
maintaining induction systems and overseeing WHS support.
e Strong organisational and time management skills, with the ability to coordinate
resources, support scheduling and ensure timely payroll-related data entry.
Desirable:
\ e Local Government exoerience /

HOW TO APPLY

Please email your Cover Letter, Resume and Addressed Selection Criteria outlining your
relevant experience and why you are the ideal candidate for this role to
recruitment@sorell.tas.gov.au.

Unfortunately only successful applicants progressing to the interview stage will be contacted.

APPLICATIONS CLOSE: 9am Monday 21 July 2025
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