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Community Culture Commerce

Position Description: Member Support Officer (MATERNITY LEAVE)

Reports to: Office Coordinator
Relationships: General KNAC office staff, KNAC members, and stakeholders.
The role

KNAC is the endorsed and authorised native title and heritage service provider for the Nyiyaparli people and
is based in Port Hedland. Our Determination Area covers approximately 40,000 square kilometres of Nyiyaparli
traditional country and encompasses the town of Newman, the Aboriginal communities of Jigalong and
Parnpajinya, several pastoral leases and significant mining operations.

KNAC currently has offices in South Hedland and Newman and employs around 26 staff. It is governed by a
Board of Directors and led by a Chief Executive Officer.

It is committed to the protection and management of Nyiyaparli Native Title and Heritage for the benefit of
its people.

Key Accountabilities:

AET and Mutual Trust

e Assist members with (AET and Mutual) trust applications and documentation as required, ensuring all
details are completed correctly.

e Submit applications as per process to the relevant trust, AET or Mutual Trust

e Release gift cards for collection to members or for collection, ensuring all documentation is signed for
internal auditing and acquittal purposes.

Reception

e Supporting day-to-day front office inquiries from Members and refer depending upon nature of enquiry.

e Ensure guests have signed in and directly escort guests to specific areas/office to minimise disruption.

e Inform other members or staff about visitors or cancellations and ensure meeting notices are placed on
conference room or board room if meeting room is being used to avoid disruptions.

e Overseeing the front office wall calendar & logistics

e Replenishing of members forms and pens, cups and replacement water as required.

e Answer phones and where assist with inquiries, forward on calls, and take messages.

e Respond and refer reception emails appropriately.

e Clearing of suggestion box



Office Support

e Print, scan, fax and make copies of various office documents.

e Maintain office machines, including printers, copiers, and phones.

e Assist with all internal and external meetings as required.

e Coordinate all boardroom bookings including catering, room set up/pack down as required.

e Set up team meetings and take meeting notes for filing.

e Assist with facilities and fleet requests as required including scheduling and reminder alerts to the
appropriate teams.

e Assist with internal and external meetings as required, including collection of catering.

e Monitor and maintain staff in and out board.

e Monitor and ensure all KNAC keys are secure, signed out and checked daily.

e Coordinate stationery order for sign off and approval ensuring no double ups.

e Coordinate all inward/outward mail/courier packs etc.

e General filing and other administration

e Develop processes for each aspect of this role as a “How to Resource.”

e Update and maintain staff contact list.

Other duties as requested by the Community & Corporate Services Manager and Chief Executive Officer
Essential Duties

Workplace Health & Safety

=  Ensure that the correct processes and systems are in | Zero incidents or damage to KNAC property
place to ensure there is a safe working environment. caused by negligent behaviour.
=  Maintain a clean and safe workspace.
=  Comply with all safety procedures and policies. Hazards are actively managed and rectified
= Rectify identified hazards where possible and report to | in a timely manner
management.

General Duties

=  Maintain a friendly and approachable attitude towards clients and employees and a clean and
professional appearance.
= Respect all equipment and property and use it with care to avoid unnecessary damage.
=  Behave ethically and function collaboratively as a member of the KNAC multi-disciplinary staff team.
= Attend meetings as required.
=  Develop and maintain good working relationships with employees.
=  Any other ad hoc duties as directed by management.
=  Undertake the responsibilities of the position adhering to:
*  Equal opportunity and anti-discrimination legislation and requirements
*  Workplace Health and Safety (WHS) legislation and requirements
*  Other Legal requirements

Skills / Qualifications / Experience

= Proven work experience as a Receptionist, Front Office Representative for a minimum of 2 years

= |nitiative-taker and team player. Must be able to work both independently as well as in a collaborative
environment to accomplish assigned tasks and goals.

=  Must be enthusiastic, respectful, and friendly; with a professional and welcoming presentation, and most
importantly, possess a cheerful outlook and ability to take direction.
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Administrative tasks with high diligence skills required along with strong keyboarding skills, diligence,
and accurate spelling.

Ability to multi-tasking, well organised and detail-orientated

Current driver’s license

Proficient with Microsoft Office tools and strong keyboarding skills to perform this role successfully.
Ability to maintain integrity and confidentiality, being dependable and keeping composure in stressful
situations, and provide exceptional member services with each interaction.

High level of emotional intelligence to hold empathy and adapt emotions to suit the audience.



