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Senior Business Support Officer 

Classification Band 5 Position Code EIPGOFPGSADO 

Department Parks Services Directorate 
Sustainability, Assets and 
Leisure 

Approved FTE 1.0 Date Reviewed July 2026 

Location Parks Services Caulfield 

Reports to Manager Parks Services 

Direct Reports N/A 

 

Our Values 
 

 

 

 

About the Role 
Reporting to the Manager Parks Services, the Senior Business Support Officer provides high-quality 
business, administrative and project support to the Parks Services Department. The role supports the 
Manager, Coordinators and Team Leaders to deliver key departmental priorities, including business 
planning, project governance, financial administration, contract support, customer service, reporting and 
continuous improvement initiatives. As well as providing day-to-day supervision, guidance and support to 
the Administration Officer. 

This role plays an important coordination function across a large, multi-disciplinary department, helping 
ensure work is well planned, documented, followed up and delivered in a timely and professional 
manner. The position also supports the delivery of minor capital works projects, departmental reporting, 
Councillor and customer request coordination, recruitment and onboarding processes, and the 
preparation of key documents including Council reports, tender documentation, grant applications and 
award submissions.  

The role requires strong organisation, sound judgement, excellent communication skills and the ability to 
build positive working relationships across Council, with contractors, community members, sporting 
clubs and external agencies. 

Key Responsibilities 
• Provide high-quality administrative, business and project support to the Manager Parks Services, 

Coordinators and Team Leaders to support the effective operation of the Parks Services Department.  

Collaboration Respect Service
Excellence Integrity Innovation

Working better 
together 

Being 
understanding 

and considerate 

Delivering for our 
customers 

Being open and 
honest 

Expressing ideas 
and adding value 
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• Coordinate meeting administration, including scheduling, agenda preparation, minute taking, action 
tracking and governance reporting to support effective decision-making and accountability.  

• Support the delivery of departmental priorities, including Council Plan actions, business planning, 
strategy implementation, project reporting, grant applications, award submissions, Council reports 
and tender documentation.  

• Deliver and support minor projects and initiatives under the direction of the Manager Parks Services, 
including coordinating contractors, suppliers and internal stakeholders to achieve agreed outcomes. 

• Coordinate and monitor departmental, customer and Councillor requests, ensuring enquiries are 
managed efficiently and responses are accurate, timely and customer focused.  

• Undertake financial administration activities including raising purchase orders, processing invoices, 
reconciling accounts and monitoring expenditure in accordance with Council policies and 
procedures.  

• Support contract administration, reporting and auditing activities associated with operational and 
capital works programs, including maintaining records and monitoring contractor performance 
requirements.  

• Coordinate department-wide business support functions, including employee onboarding, training 
and development administration, uniform and personal protective equipment procurement, team 
communications, corporate compliance activities and other cross-functional initiatives that support 
the effective operation of Parks Services.  

• Provide day-to-day supervision, guidance and support to the Administration Officer, including 
coordinating workloads, monitoring service standards, providing coaching and feedback, to ensure 
the delivery of efficient and customer-focused administrative services.  

• Liaise and build effective working relationships with internal and external stakeholders, including 
Councillors, contractors, sporting clubs, government agencies and community members, to support 
the successful delivery of departmental services and projects. 

• Perform other duties as directed to support the objectives of the department and Council. 

Key Selection Criteria 
• Relevant qualification in business administration, project management or a related discipline, or 

demonstrated equivalent experience in a similar role.  

• Demonstrated experience providing high-quality administration, business support and/or project 
support within a complex, multi-disciplinary team environment.  

• Strong organisational skills, including the ability to manage competing priorities, meet deadlines, 
maintain accurate records and follow through on actions.  

• Well-developed written and verbal communication skills, with the ability to prepare clear 
documentation and communicate professionally with internal and external stakeholders.  

• Experience using financial management, customer request, records management or similar 
business systems, with strong computer literacy including Microsoft Office products.  

• Demonstrated ability to support project, contract or financial administration processes, including 
purchase orders, invoicing, reporting, contractor liaison and action tracking. 
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Who you will be working with 

Internal relationships 

• Parks Services Manager, Coordinators and Team Leaders;  
• Administration Officer;  
• Councillors;  
• Executive Management Group and Senior Leadership Group  
• Other Council departments  

External relationships 

• Residents; members of the public; contractors; suppliers; 
consultants; government departments; statutory authorities; 
sporting clubs; community groups; sporting associations; and 
other external stakeholders relevant to the delivery of Parks 
Services programs, projects and customer outcomes 

What we are all responsible for 
Health, Safety and Wellbeing: We contribute to a workplace that is physically and psychologically safe 
for ourselves and others. This includes adhering with relevant policies, procedures, legislation and risk 
management practices. We act in accordance with these requirements and contribute to a positive and 
proactive safety culture. 

Diversity, Equity and Inclusion: We foster an inclusive, respectful, fair and welcoming workplace for all. 
Inclusion and belonging are central to our culture and guide how we work together. Every individual has 
the right to feel safe, heard, valued and supported. We value diversity and actively create pathways for all 
employees to participate, contribute and grow. 

Child Safeguarding: We foster a strong child safeguarding culture through the consistent application of 
our policies and procedures. We actively uphold these requirements, including our Child Safeguarding 
Policy and Child Safeguarding Code of Conduct, to prevent, report and respond to child abuse and harm. 

Sustainability: We play an active role in responding to the climate emergency and raising awareness to 
support a sustainable, safe and health future for us all. We embed climate change action in everything we 
do.  

Fraud and Corruption: We contribute protecting Council by adhering to the Risk Management 
Framework and Policy, the Fraud and Corruption Policy and Fraud and Corruption Control System. 

Local Government requirements 

Accountability and Extent of Authority 
• Some delegated authority to expend funds relating to budgets and Council policy.  

• Governed by clear guidelines, standards and procedures relating to the position, with some 
discretion to go outside these guidelines. 

• The quality of decisions and actions taken will often have an impact on the Manager and the 
Department. 

• Responsible for identifying opportunities for the development and implementation of operating 
procedures for business unit related matters. 

• Responsible for the implementation of process improvements. 

• Authority to raise purchase orders and reconcile invoices relating to operational or capital needs of 
the business plan or projects. 

• The freedom to act within Council policy, clear objectives and is supported by frequent prior 
consultation with senior staff as well as regular reporting. 
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• Accountable for the quality, effectiveness and timeliness of the tasks under their control. 

 

Judgement and Decision Making 
• The objectives of the work are somewhat defined, but the incumbent will select the particular 

method to be used from a range of available alternatives. 

• The work may involve solving problems by applying procedures, guidelines, acquired technical 
knowledge and through experience. 

• Guidance is available but the Officer will also be required to make operational decisions regularly 
and report back to the Manager or key leaders. 

Compliance and Conditions of Employment 
Conditions of employment are in accordance with Councils policies, procedures and Code of Conduct. 

This role will require 
the following 
compliance checks: 

• National Police Check 
• Valid working rights within Australia 
• Pre-employment Health Declaration 
• Working with Children Check (Employee) 

 


