
 

  



 

 

 

A new career is wai ng for you… 

ADMINISTRATION OFFICER 
Port Augusta Childcare Centre 

Part Time Contract Posi on 
 

Our vision is to create and sustain a safe and vibrant Community where people want to live, work, play 
and visit. If you want to live in a sea-side country town, close to the Flinders Ranges and Outback and 
help it grow into a full Regional Centre we would be keen to discuss this opportunity with you.  

THE ROLE  

To provide efficient and effec ve administra on support to the Centre, including the Manager, 
Educators and Families of the Port Augusta Childcare Centre. 

The successful applicant will have: 

 Highly effec ve wri en and verbal communica on skills must be characterised by pa ence, 
clarity, empathy and understanding. 

 Developing knowledge of the childcare industry. 
 Knowledge of the Australian Children’s Educa on & Care Authority’s Na onal Quality 

Framework and Na onal Quality Standards. 
 Demonstrated experience working in a administra ve environment would be advantageous.  

 
The Posi on Descrip on is available from Council’s website www.portaugusta.sa.gov.au with enquiries 
to Jodie Fry, Port Augusta Childcare Centre Manager on 8642 5702.  

Applica ons must address the specified personal criteria in the posi on descrip on. Applica ons are 
to be submi ed to the Human Resource Officer, Port Augusta City Council, PO Box 1704, Port Augusta 
SA 5700 or emailed to admin@portaugusta.sa.gov.au 

Applica on closing date 5:00pm, Monday 6 May 2024. 

JOHN BANKS  
CHIEF EXECUTIVE OFFICER 

 PORT AUGUSTA CITY COUNCIL 
 
 
 
 
 
 
 



 
 

POSITION DESCRIPTION 
OUR STRATEGIC VISION 

To create and sustain a safe and vibrant Community where people want to live, work, play and 
visit. 

OUR VALUES 

These are the quali es that underpin the way we treat each other, the natural and built 
environment and all of the resources and materials we use in our daily lives. They will shape 
the Port Augusta that we have expressed in our vision. 

 Respect and Social Cohesion 
 Op mism and Confidence 
 Courage 
 Leadership 

 
TITLE: Administra on Officer 

LEVEL: General Officer Level 2 

STREAM: South Australian Municipal Salaried Officers Award 

DEPARTMENT: Port Augusta Childcare Centre 

POSITION OBJECTIVE: 

To provide efficient and effec ve administra ve support to the Centre, including the Manager, Educators 
and Families of the Port Augusta Childcare Centre. 

 

 

 

 

 



1. REPORTING RELATIONSHIPS 
This posi on reports to the Port Augusta Childcare Centre Manager. 

2. POSITION DETAILS 
 Provide efficient and effec ve administra ve support to the Centre Manager, educators/staff 

and Families of the Port Augusta Childcare Centre. 
 

 Maintain records, accounts and informa on as required by Council, and State and Federal 
Government Departments including sta s cal data and children’s records. 

 
 Responsible for raising invoices for childcare bookings, receip ng and banking of monies 

associated with families’ accounts u lizing the “Spike” So ware Package. 
 

 Liaise with the Centre Director (or person ac ng in that posi on) regarding overdue childcare 
accounts to facilitate the implementa on of the Centre’s administra ve procedure for overdue 
accounts. 
 

 Collate newsle ers, policies, Family Packages, Staff Packages, photocopying for educators as 
directed by Manager. 

 
 Assist Centre Manager to arrange and monitor staffing for each day based on a endance 

records to meet child:staff ra os as per legisla ve requirements. 
 

 Assist with the coordina on of any maintenance and repairs. 
 

 Provide a recep on func on for families and visitors and to make families feel comfortable 
about using the Centre. 

 
 In conjunc on with the Catering Officer, order food and other consumables as required. 

 

 A end staff mee ng as directed, taking minutes and distribu ng to all staff. 
 

 Contribute to the effec ve and efficient opera on of the Port Augusta Childcare Centre. 
 

 May be required to work “on the floor” during extreme situa ons only (e.g. emergency situa on 
that has impacted on staffing un l a replacement staff member arrives) 
 

 Exercise proper courtesy, considera on and sensi vity in dealings with children, the public, 
members of the Council and fellow officers and employees. 
 

 Reasonably aware of WHS requirements. 

3. PERSONAL CRITERIA  

3.1 Skills 

3.1.1 High level of me management skills. 



3.1.2 Highly effec ve wri en and verbal communica on skills must be 
characterised by pa ence, clarity, empathy and understanding. 

3.1.3 High level of literacy, numeracy and record management skills. 

3.1.4 Ability to work as part of a team. 

3.1.5 Computer skills including Microso  office suite and accoun ng so ware. 

3.1.6 Ability to respond to sensi ve issues, to act with discre on, exercise 
judgement and maintain confiden ality as circumstances require. 

3.2 Knowledge 

3.2.1 Knowledge of the Australian Children’s Educa on & Care Authority’s Na onal 
Quality Framework and Na onal Quality Standards. 

3.2.2 Knowledge of funding provided through Government Agencies including 
Childcare subsidy. 

3.2.3 Requires a working knowledge of the following: 

 Child safe environments repor ng procedures 
 Emergency procedures 
 Custody rulings 

3.2.4 Knowledge and understanding of confiden ality. 

3.2.5 Developing knowledge of the childcare industry. 

3.2.6 Developing knowledge and understanding of Centre Policies. 

3.3 Experience and/or Qualifica ons 

3.3.1 Demonstrated experience working in an administra ve environment would 
be advantageous. 

3.3.2 Demonstrated experience working in a children’s services environment would 
be advantageous. 

3.3.3 Current Anaphylaxis, Asthma, CPR and First Aid Cer ficates or willingness to 
obtain one. 

4. WORK HEALTH & SAFETY RESPONSIBILITIES 

As an employee within Council you will lead by example and ensure compliance to the WHS Legisla on, 
Australian Standards, Codes of Prac ce and Council Policies and procedures.  

You will hold Council and your team accountable to the same standard expected of yourself and manage 
accordingly. 

Compliance with all Workplace Health and Safety, Risk and Return to Work Management Systems and 
a ending/par cipa ng in training and mee ngs.  



5. SPECIAL CONDITIONS 

 Applicants must be authorised to work in Australia at the me of applica on and for the dura on 
of the employment. 

 Ongoing employment is condi onal upon the Port Augusta City Council opera ng the Port Augusta 
Childcare Centre. 

 Successful medical clearance prior to commencement of employment. 
 Successful comple on of a three month proba on period from commencement of employment. 
 Working with Children Screening clearance through the Department of Human Services (DHS) prior 

to commencement of employment and within every five years during employment. 
 Must be prepared to undertake training from me to me including a er hours if appropriate and 

off-site training if required. 
 This posi on is contracted un l 2026. 

6. CONFIDENTIALITY 

Security and confiden ality is a ma er of concern for all persons who have access to Council 
informa on. Each person accessing the Port Augusta City Council documents and resources holds a 
posi on of trust rela ve to this informa on and must recognise the responsibili es entrusted in 
preserving the security and confiden ality of this informa on. Therefore, all persons who are authorised 
to create or access documents and resources must read and comply with the following standard: 

6.1 Respect the privacy and rules governing the use of any informa on accessible through 
the Council network and only u lise informa on necessary for the performance of work 
du es. 

 6.2 Not seek personal benefit or permit others to benefit personally by any confiden al 
informa on or use of equipment available through the job descrip on. 

 6.3 Not access, exhibit or divulge the contents of any records or reports except to fulfil 
work du es. 

 6.4 Not knowingly include or cause to be included, or exclude or cause to be excluded, in 
any records or reports, an inaccurate or misleading entry. 

 6.5 Persons breaching this standard may be subject to penal es, including disciplinary 
ac on and dismissal. 

7. ACCOUNTABILITY 

7.1 The incumbent at all mes shall reasonably communicate courteously and sensi vely 
with fellow workers, members of the Council, contractors, visitors and the general 
public. 

7.2 The incumbent is responsible and accountable for keeping accurate and complete 
records of their business ac vi es in accordance with Port Augusta City Council’s 
Records Management Policy, other related policies and the State Records Act 1997. 

7.3 Personnel who undertake du es for higher level posi ons, you are accountable for 
ensuring that in accep ng the back-up posi on, that the WHS & Legisla ve – Posi on 
Responsibili es Register is referred to, to iden fy all responsibili es that will be required 
to be undertaken while in the back-up posi on, to provide going compliance with the 
WHS Management System. 



7.4 Personnel with responsibili es influenced by legisla on are accountable for iden fying 
and responding to legisla ve change that includes Acts, Regula ons, Australian 
Standards, Code of Prac ce, Guidelines and Agreements relevant to their posi on or 
profession and taking appropriate ac on to ensure compliance.  Such responsibili es 
are defined in Council’s WHS & Legisla ve – Posi on Responsibili es Register. 

8. OUR VALUES 

These are the quali es that underpin the way we treat each other, the natural and built environment 
and all of the resources and materials we use in our daily lives. They will shape the Port Augusta that 
we have expressed in our vision. As an employee you will play a key role in demonstra ng these values: 

 Respect and Social Cohesion 
Respect is fundamental to building a strong, socially cohesive community. We nurture respect 
when we find ways to work together on par cular ac ons that address our shared concerns. 

 Op mism and Confidence 
We will face the future with a posi ve a tude drawing on our collec ve strengths and our shared 
history of struggle and triumph. 

 Courage 
We are not afraid to face the hard issues and work through them together. We are prepared to take 
calculated risks to move towards a be er future. 

 Leadership 
We commit ourselves to nurturing leadership in our children and young people, valuing their 
contribu ons as ci zens of our city. 

These are assessed on an ongoing informal basis, and formally through our Professional Development 
Review process. 

9. ACKNOWLEDGEMENT 

Employee Name: __________________________________________________________________ 

Signature: _______________________________________________________________________ 

Date: ___________________________________ 

 

Human Resources Department Use Only 

Date Commenced with Council: 

Date Commenced this Posi on:  

Request to Fill Vacancy: AR24/22070 

Posi on Descrip on Prepared 07/04/2022 


