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POSITION DESCRIPTION 
Position Title: Heritage Advisor Department: Heritage Services 

Reports To:  Heritage Services Manager Location: South Hedland 

Direct Reports: Nil  Award & Classification: As per Letter of 
Engagement 

About Us 
 
Karlka Nyiyaparli Aboriginal Corporation RNTBC (KNAC) is the Native Title representative group for the 
Nyiyaparli People with approximately 400 current members.  
The Nyiyaparli People are the Traditional Owners of approximately 36,684 square kilometres of land and 
waters in the east Pilbara region, the Aboriginal communities of Jigalong and Parnpajinya, several pastoral 
leases and significant mining operations. Locations within the Determination Area are places of particular 
significance to the Nyiyaparli people, including ceremonial sites, songlines, permanent pools and natural 
resources. 
 

Position Purpose 
 
The purpose of the Heritage Advisor role is to act as a point of contact for matters linked to heritage surveys, 
including communication with the Nyiyaparli People, proponents and other stakeholders in the heritage 
management process. This role involves conducting research, assessments, and consultations to contribute to 
the development and implementation of heritage surveys and projects.  
 
To summarise, it is not the intent of this position description to limit the scope or responsibilities of the role, 
but to highlight the most important aspects. 
 

Specific Duties  Success Indicators  
Heritage Advisor Duties  

 
• Undertakes compliance reviews and due diligence 

reviews of Heritage Notices received by 
proponents, under Native Title Agreements, 
including: 

o The Notices 
o Spatial data 
o Maps  
o Tenure 
o Previous surveys (where possible) 

• Provide advice to KNAC Cultural Advisor and 
Heritage Services team on locations of heritage 
field engagements  

• Provide advice from previous surveys to assist 
with appropriate nomination of KNAC 
representatives 

• Provides advice to heritage consultants to assist in 
understanding Heritage Notice and Scope of Work 
requirements.  

• Provide consultants with paperwork required to 
conduct heritage surveys  

 
Delivery of insightful information to assist with 
nomination of KNAC representatives to 
engagements. 
 
 
Heritage consultants feel supported in relation to 
their engagements for heritage surveys 
 
 
Heritage Services Manager and other KNAC staff 
are supported to complete reviews of heritage 
approvals under relevant heritage legislation 
 
 
Heritage Notices received by proponents have 
been reviewed and compliant under Native Title 
Agreements 
 
Participates in Heritage Committee Meeting and 
others 
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• Reviews draft survey deliverables and ensures 
their finalisation  

• Review of heritage approvals documents, as 
requested by Heritage Services Manager. 

• Provide advice and recommendations to 
proponents. 

• Draft heritage summary documents for Nyiyaparli 
committee meetings, as requested by Heritage 
Services Manager.  

• Attendance of Committee and Working Group 
meetings, as requested by Heritage Services 
Manager. 

• Reviews Agenda, Pre-Read meeting material as 
well as review of meeting minutes when 
attending meetings 

• Drafts memorandum and heritage summaries, as 
requested by Heritage Services Manager. 

• Engages during Heritage Sub-Committee meetings 
when attending. 
 

Work Health & Safety (“WH&S”) 
 
• Always maintain and encourage the highest safety 

standards 
• Comply with all WH&S standards, policies, and 

procedures 
• Report all accidents and/or incidents to 

Management immediately  
• Conduct periodic checks to remove hazards from 

work areas 
• Rectify identified hazards where possible and 

report to Management as soon as possible 
 

 
Consistently adheres to WH&S policies and 
procedures 
 
Hazards are actively managed and reported 
 
Zero preventable WH&S incidents 
 
Work area is kept tidy, organised and safe at all 
times 

General Duties  
• Adhere to the KNAC Code of Conduct  
• Support KNAC’s commitment to a safe, respectful and inclusive work environment by strictly adhering to 

that Code. related corporation policies and legislation, including: 
o Equal opportunity and anti-discrimination legislation and requirements 
o Work Health and Safety (WH&S) legislation and requirements 
o Legal requirements 

• Always represent KNAC in a positive and professional manner 
• Wear corporate uniform/logo whenever representing KNAC (unless preapproved) 
• Consider Cultural safety and sensitivities within operational decision making and implementation  

 
Qualifications & Experience  
 
Essential 
• Previous experience working with Nyiyaparli/other Aboriginal people  
• Tertiary qualifications (or relevant experience) in Cultural Heritage Management or related field. 



 
 

 
Page 3 of 3   Employee page initial _____________ 
 
Version 2:  Friday, June 7, 2024                                                               KNAC page initial _____________ 
 

• Proven experience in conducting heritage research, assessments and community consultations 
• Familiarity with relevant laws, regulations and international standards related to cultural heritage. 
• Understanding and respect for the cultural protocols and sensitivities of the Indigenous community 

served by KNAC. 
• National Police Check 
 
Desirable 
• Proficiency in Indigenous languages commonly spoken in the community. 
• Familiarity with relevant technology and tools used in heritage research and documentation. 
• CPR Certificate (HLTAID009) or Equivalent 
• First Aid Certificate (HLTAID011) or Equivalent  
• First Aid in Remote Situations (HLTAID013) 

 
 

Approved by:   
 

Date:   
 

I have read the above Position Description and understand and accept the role requirements for the position 
of Heritage Advisor. 

Employee Signature:   
 

Date:   

Note: The above information on this position description has been designed to indicate the general nature and level 
of work performed by employees within this classification. It is not designed to contain or be interpreted as a 
comprehensive inventory of all duties, responsibilities and qualifications required of employees assigned to this job. 

 


