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Community Culture Commerce

Position Description:  Office Coordinator

Reports to: Community & Corporate Services Manager
Reports: Membership Support Officers x 2
Relationships: KNAC Managers, KNAC staff, KNAC members, Palisades Accounting, other industry,

and community stakeholders providing services to the Corporation
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.

The role of Office Coordinator will support the corporate and operational functions as directed by the
Community & Corporate Services Manager (direct line manager) by coordinating specific duties in the
reception and member services (Mutual Trust and AET), fleet and facility, logistical and administration support
for the AGM and other significant meetings (as required), travel and high level and confidential administrative
support to the CSM.

Key Responsibilities:

Staff Supervision

e Coordinate Member Support Officers in day-to-day tasks, providing leadership, guidance, and direction as
per their role definitions and to provide back up during leave etc.

e Ensure direct reports complete timesheets and/or leave forms as required.

e Ensure sufficient coverage of the reception desk during tea and meal breaks and team meetings and to
meet business operating hours.

e Ensure all vehicles, keys and other bookings are managed through the booking system.

e Ensure daily data is recorded for Mutual Trust applications, AET applications, walk in’s, phone calls and
emails and provided to the CSM weekly.

e Ensure all complaints are recorded and referred to the most appropriate Manager/General Manager/CEO
as required.



Coordinate all in house meetings (including catering, travel, room set up (IT) etc in consultation with
relevant internal team e.g., Heritage, Rangers etc) as required.

Coordinate logistics for the AGM and any other external meetings as required in consultation with the
CSM.

Trust Coordination (AET and Mutual)

Coordinate the completion and submission of gift card applications from Nyiyaparli Trust Beneficiaries
(including applications being completed accurately, date stamp, receipted, and emailed to trust for daily
processing)

Ensure gift cards are stored in the office safe and is securely locked each day, and gift cards are only
accessed once member is present in the KNAC office to sign and collect so to maintain member
confidentiality.

Ensure gift card register is updated daily and reported to Trustee and weekly reports provided to the
CSM.

Provide additional member service support as required or directed.

Fleet and Facility

Coordinate annual schedule for KNAC housing assets checks, appraisals and reports as required.
Coordinate timely asset maintenance and repairs as required and as per checks and appraisals.
Coordinate annual fleet schedule for KNAC corporate vehicles, ensuring two services per year for road
safety. Minimum of one service for other vehicles as per manufacturer guidelines.

Coordinate any additional repairs and maintenance as reported/requested and approved.

Ensure all vehicle checklists are completed and first aid kits, fire extinguishers and snake bite kits are
current and maintained.

Ensure all scheduled maintenance for fleet and facilities are recorded and sent from the Fleet Facilities
email and include the staff member, vehicle and registration or house address and supplier details.
Maintain the security and validity of the Karlka keys and key box, ensuring records are maintained for
bookings and returns.

Coordinate and record any compliments, complaints and issues related to fleet and/or facility.
Coordinate all supplier agreements (including renewals), ensuring they are current and services as
agreed are being delivered for fleet and facility to the CSM.

Administration

Coordinate cleaners and cleaning schedule, including the main rubbish bins are put out on Tuesday
evenings for Wednesday collection. Ensure appropriate induction, access, and WHS.

Oversee stationery, kitchen and other supplies inventory and orders.

Oversee reception area remains clean, tidy, and safe from hazards.

Ensure any signage is relevant, appropriate, and current.

Coordinate schedule for all fire alarms, extinguishers are checked as required.

Maintain security cameras, security cards and all asset keys are secure with a clear process for bookings,
release and return of keys.

Coordinate and create desk files of process maps for each role and activity into a desk manual, including
IT and security services.

Provide high level administration support as required to the CSM including diary coordination and travel.
Assist the CSM with corporate inventory and audit procedures.

Coordinate service delivery quotes as requested by the CSM.
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Human Resources support

Support any low to moderate concerns received from members and stakeholders (including those
requesting explanation of policy and procedure), concerns which could impact corporation reputation,
staff reputation need to be raised directly with the Corporate Services Manager (CSM)

Support new staff to complete the new employee documentation.

Update confidential hard copies personnel files in CSM office as required.

NB: The Human Resources support maybe transferred to HR Specialist moving forward.

Professional Development

Expanding knowledge on corporation wide processes and policies

Engage with further training with Palisades on financial coordination responsibilities.

Participate in Trust training to ensure KNAC member services transactions on gift cards are transparent
and accountable.

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
* Legal requirements

Skills / Qualifications / Experience

Minimum of 5 years in a similar position

Completed or studying towards a tertiary education in Office Administration (desirable)

Highly organized with strong time management and communications skills to manage competing and/or
changing priorities.

Systems savvy and comfortable with technology, particularly experienced with MS Office (advanced), while
able to adapt and be flexible with the changing needs of the organisation.
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Sound written communication skills- able to draft correspondence, edit documents and write instructional
information.

High attention to detail and accuracy

Driver’s License - C Class

Strong interpersonal and verbal communication skills- able to communicate with clients and external
visitors, managers and employees at all levels and present a professional image.

The ability to maintain a high level of professionalism and confidentiality.

Ability to work independently, show initiative and work productively within the team environment.
Ability to work with minimal supervision and to work to deadlines.

Ability to follow instructions.
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