
 
1. POSITION TITLE: COUNCILLOR SUPPORT OOFFFFIICCEERR   
 
2. POSITION GRADE: 7 
 
3. KEY ACCOUNTABILITIES: 
 

1. Provide executive assistance and support to Councillors including research, preparing 
correspondence and reports, support services such as diary management and maintenance of 
administration systems. In providing this support the position exercises a high degree of 
initiative. 

2. Ensure effective operation of Councillors’ work environment by: 

 Providing secretarial support including examining and prioritising correspondence, 
taking follow up action and preparing draft replies where appropriate. 

 Screening visitors and telephone calls and refer/follow up accordingly. 

 Organising Councillors’ schedules and meetings. 

 Providing documented responses to constituents on behalf of Councillors. 

 Typing correspondence and reports. 

 Ensuring Councillors are provided with all necessary stationery, printing and other 
equipment to effectively fulfill their roles. 

 Exercising discretion, sensitivity and confidentiality in a highly political environment. 

3. Produce professionally presented documents using high level computer skills in word 
processing, desktop publishing, spreadsheets, PowerPoint and database development and 
maintenance. 

4. Schedule meetings, conferences, functions, appointments and travel arrangements including 
preparing supporting material. 

5. Provide the public and first contact interface for constituent and customer inquiries, meet and 
greet guests, and provide refreshments, where required. 

6. Provide a friendly and professional service to those who come in contact with the Council 
Support team and Office of the General Manager. 

7. Provide assistance and support in the delivery of civic functions and ceremonies, as required, 
as well as providing advice and support on civic protocols, where sought. 

8. Ensure administration systems operate in a timely and efficient manner, including complaints 
management, internal and external customer responses, record keeping and correspondence 
management. 

9. Liaise with other Councillors and staff, Lord Mayor, the general public, government agencies, 
industry and commerce members and executive managers as required by Councillors. 

10. Work with the Council Support Manager to review processes to ensure the ongoing efficiency 
and effectiveness of Councillor support. 

 

PARRAMATTA CITY COUNCIL 
 
POSITION DESCRIPTION 



4 KEY ORGANISATIONAL ACCOUNTABILITIES  

 Ensure safe work practices are adopted in the work area and contribute to the development and 
maintenance of work method statements. 

 Report injuries, accidents, incidents and near misses in areas the work area and on the corrective 
actions taken to prevent reoccurrence. 

 Do not intentionally or recklessly interfere with or misuse anything provided in the interests of 
health safety or welfare. 

 Use and properly maintain appropriate safety clothing and personal protective equipment. 

 Ensure EEO, the principles for a culturally diverse society, and Council policies are complied with 
at all times 

 Contribute to improved customer service and organisational effectiveness, by acting ethically, 
honesty and with fairness 

5. ESSENTIAL QUALIFICATIONS, EXPERIENCE AND COMPETENCIES 

QUALIFICATIONS 

 Relevant education attainment and any other qualifications relevant to high level secretarial work 

EXPERIENCE 

 Demonstrated extensive senior personal assistant experience in a multi disciplinary environment. 

 

ESSENTIAL COMPETENCIES 

BSACOM401A Organise and provide information in response to requests 

BSATEC302A Design and develop documents, reports and worksheets 

BSATEM301A 
Negotiate with team members to allocate and complete tasks to achieve team 
goals 

BSBADM307A Organise schedules 

BSBADM405A Organise meetings 

BSBCMN202A Organise and complete daily work activities 

BSBCMN209A Provide information to clients 

BSBCMN301A Exercise initiative in a business environment 

BSBCMN305A Organise workplace information 

BSBCMN405A Analyse and present (simple) research information 

BSBFLM312A Contribute to team effectiveness 

BSBPUR301A Purchase goods and services 

CHCCOM2A Communicate appropriately with clients and colleagues 

CHCORG3A Participate in the work environment 

PARSW104 Operate Council Business paper application at an intermediate level 

PARSW147 Operate lotus notes at an intermediate level 

PARSW161 Operate presentation software at an intermediate level 

PARSW177 Operate spreadsheet software at a basic level 

PARSW196 Operate word processing software at an intermediate level 

PSPGOV303A Build and maintain internal networks 

PSPREG402A Promote client compliance with legislation 

THTFME09A Develop and update knowledge of protocol 

 



6. DESIRABLE QUALIFICATIONS, EXPERIENCE AND COMPETENCIES 

QUALIFICATIONS 

 Degree qualification in Business or Management  

EXPERIENCE 

 Demonstrated experience in local government or political environment highly regarded. 

DESIRABLE COMPETENCIES 

BSBCMN302A Organise personal work priorities and development 

BSBCMN306A Produce business documents 

BSBCMN308A Maintain financial records 

BSBFLM303A Contribute to effective workplace relationships 

BSBPM402A Apply time management techniques 

CHCCOM3C Utilise specialist communication skills to build strong relationships 

CHCCS5A Identify and address specific client needs 

CoL012 Operate bookings and events system at an intermediate level 

CoL020 Operate CRM at an advanced level 

CoL027 Operate document management system at an intermediate level 

CoL076 Operate procurement system at an intermediate level 

CULMS207B Assist with presentation of public activities and events 

PARSW046 Develop databases at an intermediate level 

PARSW105 Operate Council Business paper application at an advanced level 

PARSW148 Operate lotus notes at an advanced level 

PARSW162 Operate presentation software at an advanced level 

PARSW163 Operate project management software at a basic level 

PARSW178 Operate spreadsheet software at an intermediate level 

PARSW197 Operate word processing software at an advanced level 

PSPGOV515A Develop and use political nous 

 


