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Project Support Officer

Position Description

Directorate City Operations Department Community and
Environmental
Services
Reports To Lead Project Officer Direct Reports No
Queensland Local Stream A - Division 2, Moreton Bay Regional | Schedule 1, Level
Government Industry Section 1 - Council Certified 3
Award - State 2017 - Administrative, clerical, Agreement 2022 EBA5
Stream technical, professional, Wage Level
community service,
supervisory and
managerial services

Position Purpose

The Project Support Officer role provides essential support to the Lead Project Officer in delivering key
customer, staff and digital experience initiatives across Council’s Cultural Services Department. This
role assists with project coordination, stakeholder communication, documentation, scheduling, and
basic data analysis to ensure successful and timely delivery of strategic projects. Operating in a dynamic
environment with multiple decision-makers and competing priorities, the Project Support Officer plays a
vital role in maintaining project momentum and supporting high-quality outcomes.

Key Responsibilities and Outcomes

e Assist in the coordination and tracking of project activities, timelines, and deliverables.

e Support stakeholder communication and engagement through meeting coordination,
minutes, and follow-ups.

e Prepare and maintain project documentation including plans, reports, and registers.

e Schedule meetings, workshops, and training sessions, ensuring logistical arrangements are
in place.

¢ Conduct basic data analysis and reporting to support project monitoring and decision-
making.

e Support the implementation of communication plans and change readiness activities.

¢ Maintain accurate records and contribute to continuous improvement of project processes.

e Collaborate with internal teams to ensure alignment and support for project initiatives.

Our Values

Our values shape the way we behave, how we interact with each other and our customers. They
underpin our decision making and are our guiding principles for how we work every day. As a Team
Member you will take individual accountability for demonstrating the values expectations and
behaviours.

SERVICE TEAMWORK RESPECT SUSTAINABILITY
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w Decision Making

Budget <N/A>

Delegations Delegations under the Local Government Act 2009 and as
directed and published in Council’s Delegation Register

Knowledge & Experience

Experience providing administrative or project support in a dynamic team environment.

o Understanding of project coordination principles and basic project management
methodologies.

e Strong organisational and time management skills with the ability to manage competing
priorities.

o Effective written and verbal communication skills, including documentation and stakeholder
liaison.
Basic analytical skills and experience with data entry and reporting tools.

¢ Proficiency in Microsoft Office Suite and project management methodologies.
Ability to work collaboratively and adapt to changing project needs.

Qualifications

e Current “C” Class Driver’s License.

Note: This position description reflects a summary of the key accountabilities of the position, it is not intended to be an all-
inclusive list of duties, steps and tasks. Leaders may direct team members to perform other duties at their discretion.
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