
 
 

 

 
 

 

 

 

Executive Support and Project Officer 
Position Description 

 

Directorate Community & Environmental 

Services 

Department General 

Manager 

CES Office 

Reports To Senior Executive Support Officer Direct Reports No 

Queensland Local 

Government Industry 

Award - State 2017 -

Stream 

Stream A - Division 2, Section 1 - 

Administrative, clerical, technical, 

professional, community service, 

supervisory and managerial 

services 

City of Moreton Bay 

Certified Agreement 

2025 EBA6 Wage 

Level  

Schedule 1, 

Level 4 

 

Position Purpose 

This position will provide executive and business support to the General Manager’s Office and 

departmental teams to support the achievement of Directorate objectives and outcomes.  

 

 

Key Responsibilities and Outcomes 

As an Executive Support and Project Officer and member of the General Manager CES Office you will: 

• Provide executive and business support to the General Manager’s Office and departmental teams 
including drafting high-level correspondence, reports and other relevant documents. 

• Monitor and process incoming and outgoing communications, ensuring all correspondence and 
requests are managed professionally, timeframes are met, and follow-up actions are executed. 

• Research and investigate a range of issues and escalations referred by Councillors, residents, 
stakeholders and departments to enable the formulation of appropriate responses in accordance 
with relevant legislation and Council policies and directives. 

• Liaise with Councillors, departmental officers, customers and other stakeholders as necessary, 
using a high degree of judgement, initiative and confidentiality, and exercising diplomacy when 
dealing with issues of a sensitive or political nature. 

• Lead the administration of Council’s volunteer management software (Better Impact), coordinate 
the development and review of Volunteer Program processes and other documentation in 
consultation with Volunteer Program Coordinators, and ensure required training is completed by 
volunteers in accordance with Council’s volunteer Framework. 

• Develop and implement performance reporting systems and processes across the Directorate, 
including the creation of PowerBI Dashboards.  

• Lead the creation of the Directorate’s internal communications in liaison with the General Manager 
CES and Departmental teams, including those related to the City Operations MS Teams Channel, 
Monthly Operational Update and G’Day Moreton Bay Newsletter. 

• Monitor the progress of CES Directorate safety-related investigations via Council’s Digital Safety 
System (IRIS) and liaise with Departmental teams in regards the completion and close out of 
investigations. 



 

• Oversee Directorate Fees and Charges process to ensure key deliverables (including reporting) 
and timelines are met. 

• Support the delivery of the Directorate’s uniform program, including undertaking procurement 
processes in accordance with Council’s Procurement Policy and providing guidance and 
assistance to departmental teams in regards uniform matters, including allocations, ranges and 
budget. 

 

Our Values 

 

 

 

  

 

 

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 

• Extensive experience in administrative and business support within a large operational 
organisation 

• High level written and verbal communication skills, with a proven ability to draft high-level 
correspondence, reports and other relevant documents. 

• Strong time management, work prioritisation and organisational skills, with an ability to work with 
limited supervision. 

• Demonstrated ability to develop and implement process improvement to enhance the delivery of 
services. 

• Strong people and relationship management skills with the ability to work in a positive team 
environment, communicating and engaging effectively at all levels. 

• High level knowledge in the use and application of IT business solutions to support efficient and 
effective electronic business processes. 

• Extensive experience in report collation and data analysis, including the ability to create 
dashboards to display information. 

• Ability to maintain confidentiality and professionalism, particularly when dealing with issues of a 
highly political and sensitive nature. 

 

Qualifications 

• Current C class driver’s licence. 

 
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. 

 

 


