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POSITION LOCATION
Corporate Services Trainee The Gordon Building
CLASSIFICATION ANZCO CODE
National Training Wage 599999
DEPARTMENT DIVISION

Corporate Services Corporate Services

Position Objectives

The primary responsibility of the Corporate Services Trainee is to provide general administrative support
to the Executive Assistant and teams within the Corporate Services Unit and other areas of Council at
various times.

Key Responsibility Areas

e Primary contact for telephone enquiries, taking messages and providing assistance where
appropriate on behalf of the unit & Managers.

¢ Order tea and coffee supplies and distribute for the various areas of Council.
Order and maintain the stationery supplies in relation to photocopy paper, letter head and envelopes.

e Provide general administrative support to the Unit as required including scanning, filing,
photocopying, data entry and word processing.

e Carry out other administration tasks as directed by the Executive Assistant Corporate Services,
including short term placements with different Corporate Services teams to learn the business.

¢ Display professional standards of personal presentation and manners at all times.

¢ Report hazards and incidents as soon as possible.
Constructively participate in team meetings

REPORTS TO: DIRECT REPORTS:
Executive Assistant Corporate Services
ORGANISATIONAL RELATIONSHIPS

Internal: External:

All Council Staff Residents
Contractors
Suppliers

General Public

Accountability and Extent of Authority
e Assist in providing administrative and clerical support to the Corporate Services Unit and other
areas of Council as required.
¢ Limited to the carrying out of specific duties as directed and within clear guidelines and Council
policy.
o Ensure that all duties and activities are undertaken in a professional and appropriate manner.
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Judgement and Decision Making
e Judgements and decisions are made on a daily basis within the specified responsibilities of the
position under the guidance of the Executive Assistant Corporate Services.

e Prioritise daily routine functions along with specific allocated tasks to achieve work targets; however
guidance and advice are always available within the time to make a choice

Specialist Skills and Knowledge

Good computer skills.

Good telephone skills.

Knowledge of basic administration procedures.

Well-developed customer service skills for face to face, telephone or email interactions

Interpersonal Skills

Good skills in verbal and written communication.

Ability to gain cooperation and assistance from public and other employees.
Caring and supportive approach.

Ability to maintain confidentiality.

Qualifications and Experience
¢ Knowledge of general administration.
o Experience in Windows based computer packages.
o Experience in keyboard computer applications.
e Good communication skills and experience in dealing with the public

SELECTION CRITERIA
e Experience in the provision of customer service specifically incorporating organisational skills
and ability to multi task.
e Good numeracy and literacy skills as well a knowledge of Microsoft based computer packages.

e Good verbal and written communication skills.

¢ Ability to communicate with a broad range of people and work as part of a team.

e Knowledge and understanding of health and safety issues relevant to work activities and work
area

The City of Ballarat is committed to being a child safe organisation and has zero tolerance for child abuse
and harm. We are committed to providing an environment and culture that promotes the safety, health and
well-being of children and young people and which provides a voice to all children, including those from an
Aboriginal and Torres Strait Islander background, with disabilities and from culturally, religiously and
linguistically diverse backgrounds. We have policies, procedures and training in place that support our
employees, volunteers and contractors to achieve these commitments and to ensure all children are
listened to, their views respected, and their contribution recognised to ensure Council environments are
safe.
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