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POSITION DETAILS  
POSITION TITLE Executive Officer 
DEPARTMENT Office of the CEO 
POSITION STATUS Permanent Full-time  
AWARD Queensland Local Government Industry (Stream A) Award – 

State 2017 
CLASSIFICATION Level 4 - 5 
REPORTS TO Chief Executive Officer 
DELEGATIONS As per Council’s Delegation of Authority register 

QUILPIE SHIRE COUNCIL VALUES 
In addition to the principles and responsibilities applicable to all Queensland local government 
employees, everything Quilpie Shire Council does is underpinned by its values.  These define 
the culture of the Organisation and the behaviours that shape our interaction with the 
community and each other. Our values are Respect; Communication; Fun and Humour; 
Pride; Trust and Teamwork.  

POSITION OBJECTIVE / OVERVIEW 
The Executive Officer will work with the Chief Executive Officer (CEO) and Executive 
Leadership Team (ELT) to ensure the provision and coordination of key governance, 
compliance and service delivery functions associated with the elected Council’s decision 
making, Office of the CEO and organisational planning and performance. 

KEY ACCOUNTABILITIES / DUTIES 
1. Lead the preparation of timely, accurate and legislatively compliant Council meeting 

notices, agendas and minutes. Responsibilities include organisational coordination as well 
as specific tasks within Council's decision-making process; 

2. Lead ongoing refinement of Council's communication plan and implement whole-of-
organisation communication initiatives mindful of any confidential limitations. This includes 
the timely, accurate and effective communication of Council decisions (resolutions), key 
updates from Council and the Office of the CEO, and collaboration with 
Directorate/Function representatives for services and projects; 

3. Provide ‘front-of-house’ services (to both internal and external customers) for the Office of 
the CEO, exemplifying professional, empathetic and efficient customer service and 
complaint management; 

4. Collate data, and monitor performance, as an input into Council's corporate performance 
framework for: 

• Council meeting correspondence; 

• Council meeting resolutions (implementation of Council decisions); 

• Councillor requests for information; 

• Customer requests; and 

• Complaints. 
5. Undertake research (as delegated by the CEO) for projects and activities (e.g. meeting 

reports and submissions) through the Office of the CEO or Executive Leadership Team;      
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6. Contribute to preparation of the annual operational plan, quarterly progress reports and 
the annual implementation review, through coordination and review; 

7. Contribute to the annual budget document preparation, reviews and associated 
communications; 

8. Coordinate the annual policy review for Office of the CEO policies; 
9. Assist with civic and community engagement events hosted by the Mayor, Councillors 

and/or Chief Executive Officer; 
10. Assist the Mayor and Councillors, including facilitating information request responses, 

provision of administrative support (in accordance with guidelines where applicable) and 
coordinating vehicle access for Council business; 

11. Contribute to the ongoing implementation, enhancement and local support for software 
and equipment used by Councillors and the Executive Leadership Team; 

12. Maintain sufficient records to readily show compliance where the officer has lead 
responsibility for specific legislative sections; 

13. Progressively develop a register of the types of records generated and handled by the 
Office of the CEO (electronic and physical), ensuring that current and future access to 
each record is consistent with the Public Records Act 2023, State Archives guidelines and 
Quilpie Shire Council procedures; 

14. Progressively develop, and annually review, standard operating procedures (SOPs) for 
Executive Officer key accountabilities, maintain the key contact list for the position and 
links to relevant resources; 

15. Contribute to the health, safety and wellbeing of other team members while at work, 
ensuring individual compliance with a worker's responsibilities under the Work Health and 
Safety Act 2011; and 

16. Any other reasonable duties as directed by the Chief Executive Officer within known skills, 
knowledge and capabilities. 

WORK ENVIRONMENT AND PHYSICAL DEMANDS 
This position is an indoor role and requires prolonged periods of sitting at a desk and 
operating a computer and telephone. The employee may be required to carry out some low-
level physical tasks which may include manual handling, bending, kneeling, twisting, 
squatting and lifting. 

ALL EMPLOYEES - WH&S DUTY STATEMENT  
All Queensland employees have a duty under Section 28 of the Workplace Health and 
Safety Act 2011. 
While at work, therefore, all Quilpie Shire Council workers must: 

• Take reasonable care for his or her own health and safety;  

• Take reasonable care that his or her acts or omissions do not adversely affect the 
health and safety of other persons; and 

• Comply, so far as the worker is reasonably able, with any reasonable instruction that is 
given by the person conducting the business or undertaking to allow their person to 
comply with the Act; and 
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• Co-operate with any reasonable policy or procedure of the person conducting the 
business of undertaking relating to health or safety at the workplace that has been 
notified to workers. 

ALL EMPLOYEES - ETHICS PRINCIPLES, VALUES AND CODE OF CONDUCT  
All Queensland local government employees (under Section 13 (2)(h) of the Local 
Government Act 2009 and Section 4 of the Public Sector Ethics Act 1994) are responsible for 
observing the ethics principles of: 

• integrity and impartiality; 

• promoting the public good; 

• commitment to the system of government; and 

• accountability and transparency. 
Quilpie Shire Council’s Employee Code of Conduct has been developed in accordance with 
the Public Sector Ethics Act 1994. Under Section 13 (2)(i) of the Local Government Act 2009 
all employees are responsible for complying with their Council’s Code of Conduct. 
The Local Government Act 2009 also emphasises an employee’s responsibility to: 

• carry out their duties impartially and with integrity (Section 13(2)(d)). 

• ensure the employee’s personal conduct does not reflect adversely on the reputation of 
Council (Section 13(2)(e)). 

ALL EMPLOYEES – LOCAL GOVERNMENT ACT 2009 RESPONSIBILITIES 
All Queensland local government employees have the following responsibilities (Section 13) 
broadly summarised under the following headings: 
Council plans, policies and decisions (advice and implementation) 
• providing sound and impartial advice to Council (Section 13(2)(c)). 

• implementing the policies and priorities of Council (Section 13(2)(a)) in a way that 
promotes: 
a) the effective, efficient and economical management of public resources; and 
b) excellence in service delivery; and 
c) continual improvement. 

• carrying out duties in a way that ensures Council achieves its corporate plan (Section 
13(2)(b)(iii)). 

Compliance  
• carrying out duties in a way that ensures Council can fulfil its responsibilities under the 

Local Government Act 2009 and all laws applicable to local governments (Section 
13(2)(b)(i), (ii)). 

• observing all laws relating to their employment (Section 13(2)(g)). 
Performance  
• continuing to improve all aspects of an employee’s work performance (Section 13(2)(f)). 
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ALL EMPLOYEES – LOCAL GOVERNMENT PRINCIPLES 
All Queensland local government employees, in performing their responsibilities must also do 
so in accordance with the local government principles (Section 4 of the Local Government 
Act 2009) (where results of the employee’s actions are within the control of the employee).  
The principles are: 
a) transparent and effective processes, and decision-making in the public interest; and 
b) sustainable development and management of assets and infrastructure, and delivery of 

effective services; and 
c) democratic representation, social inclusion and meaningful community engagement; and 
d) good governance of, and by, local government; and 
e) ethical and legal behaviour of councillors, local government employees and councillor 

advisors. 

OTHER RESPONSIBILITIES 
This position description has been designed to indicate the general nature and level of work 
performed by employees within this classification. It is not designed to contain or be interpreted 
as a comprehensive inventory of all duties, responsibilities and qualifications required of 
employees assigned to the role.  
While this position description covers the key areas of responsibilities, day to day tasks and 
responsibilities may vary and be in addition to those listed above (reasonably within the limits 
of the employee’s skills, competence and training). 

QUALIFICATIONS, KNOWLEDGE, SKILLS AND EXPERIENCE 
Essential 
• Highly developed communication skills, both verbal and written, including the ability to 

proof-read others’ work; 
• Demonstrated experience in an environment where a high level of initiative and attention 

to detail and timelines is required; 
• Aptitude for reading and applying legislation or standards, with attention to learning and 

complying with organisational requirements; 
• Ability to work independently, or collaboratively with others as the task requires; 
• Highly developed interpersonal skills, displaying professional, personable and responsive 

interactions with internal and external customers, and a high level of empathy; 
• Proficiency in the use of a range of PC based software including the Microsoft Office suite 

of applications (In particular, Outlook, Word, Excel, PowerPoint) and experience learning 
new software; 

• Demonstrated ability to write professionally presented documents (e.g. to a Council or 
Board); 

• Demonstrated ability to effectively research information and collate and analyse data; and 
• Current Queensland “C” Class Driver Licence. 

 
Desirable  
• Qualifications and experience in a communications-related field, including but not limited 

to business communications – online (e.g. maintaining websites, evaluating and 
responding to social media) and correspondence; 
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• Working knowledge of the structure and role of local government, including awareness 
of the Local Government Act 2009 and other legislation applicable to local government; 
and 

• Formal Business Administration and/or Local Government Qualifications (minimum 
Diploma level) and/or significant industry experience. 

ACKNOWLEDGEMENT 
I hereby agree to abide by all Council’s corporate requirements including policies and 
procedures and acknowledge that this position description outlines the overall responsibilities 
and duties that are to be carried out as part of this role of which I agree to perform to the best 
of my ability.  
 

Signature of Employee  

Print Name  

Date      /      /       
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Executive Officer 
Contribution (Tasks) 

Target 

 Team Goal: Communication 

Position 
Coordination / production of internal (employee) 
newsletter  

• Monthly release in conjunction with Communications contact officers across Council – 
Target end of month post Council meeting. 

Position 
Coordination / production of external 
(community) newsletter. 
 

• Draft proof-read prior to distribution to the CEO and Councillors and content up to 
date (e.g. not advertising past events). 

• Relevant media releases included / adapted to audience where applicable. 
• System implemented to facilitate new or updated subscriber information, including 

unsubscribing (in conjunction with Director Corporate Services). 
• Monthly release in conjunction with Communications contact officers across Council 

and graphic designer – Target first week of month. 

Position 
Preparation of an update on Council decisions 
finetuned for each stakeholder group: 
- Employees -> inclusion in internal newsletter 
- Community -> inclusion in external newsletter. 

• A succinct overview of draft outcomes prepared in layperson's language without losing 
meaning: 
o Initial draft using officer recommendations – ahead of each Council meeting. 
o Final draft available for CEO review upon release of the unconfirmed minutes. 

Office of the CEO 
Review of draft Council meeting correspondence 
from the Executive Leadership Team in 
preparation for CEO signature, and monitoring 
completion rates for each meeting. 

• Draft schedule prepared ahead of each Council meeting (post release of agenda) – 
and updated for any additional correspondence resolved by Council. 

• Final letter linked to schedule and document management system. 
• Completion rates reported to the CEO. 
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 Team Goal:  Inclusive Community Engagement and Events 
Work with the Customer Service Officer and Director Community 
Services to arrange invitations, venues, catering, set up etc. 
(and Infrastructure Services (for set up where applicable)) for 
civic and community engagement events hosted by the Mayor 
and Councillors or Chief Executive Officer. 

• Council presented professionally / no major oversights. 

 Team Goal:  Compliance 
Lead Officer for specific sections of the Local Government 
Regulation 2012 
 
 

• No non-compliances. 
o 186 Councillors (annual report information): 

 (1)(b) – expenses incurred, and facilities provided* 
 (1)(c) – number of local government meetings attended* 

o 254B Public notice of meetings 
o 254C Notice of meetings and agendas for councillors or committee 

members 
o 254F Minutes 
o 254J(5) Closed meetings 

 (*reviewed by Councillors prior to report inclusion) 

• Maintenance of sufficient records to readily show compliance for the 
above sections. 
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Key Officer for specific sections of the Local Government Act 
2009 (LGA) and Local Government Regulation 2012 (LGR) 
 

• Non-compliances advised immediately to the CEO during the meeting 
to ensure minutes are correct. 
o 150FA Records about prescribed conflicts of interest or declarable 

conflicts of interest—meetings (LGA) 
o 254H Recording of reasons for particular decisions (LGR) 
o 228 (3) Tender process (LGR) 

• Assistance provided to the CEO for the following sections: 
o 262 Repeal or amendment of resolutions (LGR) 
o 174 Preparation and adoption of annual operational plan (LGR) 
o 175 Annual operational plan contents 

Key Officer for Office of the CEO records under the Public 
Records Act 2023. 
 

• Section 9 What is a public record 
o Schedule 1 - Public record principles 
o Part 2 - Public records generally 
o State Archives Retention Guidelines 

 Team Goal:  Continual Improvement  
 (Performance measurement and improvement including staff upskilling, responsiveness to change and digitalisation) 
Position 
Use and ongoing development of Quality control checklists –
added to as new potential issues are identified – at a minimum: 

- Notice of meetings 
- Agendas 
- Minutes 

• Completed checklists filed and available for review by the CEO at any 
time. 

Position 
Research (as delegated by the CEO) for projects and activities 
(e.g. meeting reports and submissions) through the Office of the 
CEO, Mayor and Councillors or Executive Leadership Team. 
 

• Comprehensive, accurate and professionally presented – as required.  
Examples may include (but not limited to): 

• Agenda reports to Council. 
• Briefings (e.g. ahead of advocacy activities, civic events, advisory 

committee meetings). 
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• Information collection for complaints / internal reviews / investigations. 
• Information sourced for / from local government bodies (e.g. Local 

Government Association of Qld (LGAQ)). 
• Legislation review and submissions. 
• Local Government comparative information / benchmarking (e.g. 

plans, policies, performance, reporting, service levels, structures) - 
comparison of Quilpie Shire Council activities with comparable 
Councils. 

• Presentations. 
• Process improvements / continual improvement opportunities within 

Council. 
• Regional collaboration information requests / follow-up (e.g. South 

West Regional Organisation of Councils (SWROC), Western 
Queensland Alliance of Councils). 

• Speech notes. 

Organisational Performance 
Input to development of system reports and data capture 
methods to enable the Executive Leadership Team to self-
monitor, and for the CEO’s regular review. 

• Progressive development with Director of Corporate Services and 
Manager OHS/QA 

Organisational Performance 
Contribution to the ongoing implementation, enhancement and 
local support for software and equipment used by Councillors 
and the Executive Leadership Team. 
 
 

Local system administrator and operator for: 
• Info Council (Primary) 
• LG Hub (Primary) 
• Cascade (Back-up) 
• Delegation and Authorised Persons Register (Back-up) 
• Microsoft Team Sites: 

o Office of the CEO 
o Executive Leadership Team 
o Council 

• Quilpie Shire Council Facebook  
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• Meeting room equipment use and troubleshooting. 

• Nominated contact for relevant software companies (Primary or Back-
up). 

 Team Goal:  Good Governance including Corporate and Operational Planning and Operational Risk Management  
Position 
Input to the following Corporate Plan outcomes: 
 

• Spaces and events to bring people together for celebrations, 
recognition, recreation, socialisation and enjoyment of the landscapes 

• Excellence in customer service 
• Be responsive to change and digital transformation 
• Maintain good corporate governance 
• Long-term financial sustainability underpinned by sound financial 

planning and accountability 
• Inclusive community engagement and decision-making 
• Staff upskilling 
• Wellbeing support 

Position  
Coordination of the annual policy review for Office of the CEO 
policies.   

• According to annual review schedule or earlier if updates are required. 

Organisational Planning 
Coordination of Executive Leadership Team submissions and 
review to ensure a cohesive document with a clear, consistent 
writing style. 

May-June 
• Updates as identified by the Executive Leadership Team members. 

Organisational Performance 
Coordination of the Executive Leadership Team’s updates for 
the CEO’s written assessment of progress in implementing the 
annual operational plan. 

• Collated information available for CEO review a week ahead of the 
September, December, March and June Council meetings.  

 Team Goal:  Inclusive Council Decision-Making (Advice, administrative support and implementation) 
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Position 
Preparation of the annual agenda report to enable the Council to 
consider the days and times when Ordinary meetings will be 
held. 

• Agenda report on time and professionally presented each November 
and when a change is needed (advised by CEO). 

Position 
Publishing the Council meeting schedule and any updates to it. 

• Website content and the public noticeboard updated in the 
Administration Centre within 24 hours of the Council meeting close 
(initial adoption and revisions). 

• No out of date publicly available information about Council's meeting 
schedule. 

Position 
• Coordination and distribution of Council meeting agendas.  

(Ordinary Meetings, Special Meetings, Committee Meetings 
where applicable). 

• Generation of minutes file.  
• Check of audio link / audio visual link ready for Councillors’ 

and Executive Leadership Team’s use ahead of each 
meeting. 

• Back-up copy of the minutes printed prior to leaving the 
Chambers. 

• Tidy-up of draft (unconfirmed) minutes and provision to the 
CEO for review, and then Councillors. 

• Distribution of the reviewed draft (unconfirmed) minutes, 
including any agreed corrections, to Councillors and the 
Executive Leadership Team and posting to the website. 

• Website update post minutes confirmation (at the next 
meeting). 

• Ordinary Meeting agendas distributed to Councillors and the Executive 
Leadership Team by close of business Thursday (for a Tuesday 
Ordinary Meeting) – (or equivalent lead time where date is moved). 

• Agendas available on LG Hub, E-mail, Print where required, Website. 

• Prepared ahead of each Council meeting (afternoon before Council 
meeting – ensuring no additional late reports). 

• No delays to scheduled commencement of meeting. 

• No oversights (Management of an Operational Risk) 
• Within 1 business day of meeting close. 

• Within 2 business days of meeting close. 

• Within 24 hours of the next meeting’s close. 

Organisational Performance 
Monitoring Directorate/Function performance against targets: 

• Timeliness of Council Meeting Agenda reports’ completion. 

• Date/time recorded (for each meeting) from each Executive Team 
Leader’s e-mail advice. 

• Meeting completion rates and outstanding items available for CEO 
review. 
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• Council meeting correspondence completion  
• Council resolution implementation / completion 

 

• Meeting completion rates and outstanding items available for CEO 
review. 

 Team Goal:  Excellence in Customer Service and Complaint Management 
Office of the CEO 
• Acknowledgement of customer requests and/or complaints 

addressed to the Chief Executive Officer (Single 
Directorate). 

Organisational Performance 
• Acknowledgement and case management of customer 

requests and / or complaints that cross multiple Directorates. 

Within 2 business days*. 
• Close out (or written update of Council meeting consideration) within 

20 business days*. 
• Check undertaken with Director Corporate Services that customer 

requests (for service provision) and administrative action complaints 
are correctly classified. 

* Succinct file notes maintained without losing key information. 

Office of the CEO 
• Assistance to the Mayor and Councillors, including: 

- facilitating information request responses 
- provision of administrative support  
- coordinating vehicle access for Council business 

• Information requests – Where information is known, coordinate 
accurate and timely draft responses to Councillors' request for 
information from the Office of the CEO for sending by the CEO.   

• Target - asap but no later than 8 days to enable the CEO time to 
review before the legislative deadline. 

• Administrative support - Professional service delivery in accordance 
with any administrative support guidelines made by the CEO. 

Office of the CEO 
• Act as an alternative point of contact for State Department 

officers or customers if the CEO is unavailable. 

• Issue solved if possible (in consultation with relevant Executive 
Leadership Team member) or prioritised for CEO attention. 

Organisational Performance 
• Report on the organisation’s compliance with target 

timeframes for: 
- Customer Requests 
- Complaints 
- Councillor Requests for Information and Advice (S170A). 

• Data available for quarterly reports on progress with the annual 
operational plan implementation. 
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 Team Goal:  Sound Financial Management (Financial planning, accountability, sustainability and controls) 

Position 
Compilation of Annual Report data for: 
• Councillor expenses  
• Meeting attendance data 
Work with the Director Corporate Services and Annual Report 
working group to incorporate key information from the year's 
communications (employee newsletter, community newsletter, 
media releases and social media). 

• 31 July after the end of the financial year to which the annual report 
relates. 

Data ideally collated progressively during the year. 

Organisational Performance 
Assistance to the Chief Financial Officer for the annual budget 
document collation for presentation to Council and the 
community. 

May/June 

Organisational Performance 
Assistance to the Chief Financial Officer for the quarterly budget 
review documents. 

September, December, March, June. 

 Team Goal:  Record Keeping, and Corporate Knowledge Management 
Office of the CEO 
• Development of a register for Office of the CEO records - 

record type, classification and retention period. 

• Register available for CEO review. 

Office of the CEO 
• Compliant management of each public record through the 

Office of the CEO. 

• Consistent capturing of Office of the CEO public records (electronic 
and physical) in the document management system (Magiq). 

Office of the CEO 
• Work with the CEO to implement Microsoft Outlook rules and 

automation strategies (e.g. colour coding addressees, 

• In-box items managed / registered by the end of each week. 
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categories, unsubscribing) to assist in prioritising use of the 
CEO's time. 

Position 
Procedure development for key accountabilities, maintenance of 
the key contact list for the position and the list of relevant 
resources to assist with corporate knowledge retention. 

• First draft of document available for CEO review within 3 months, and 
upon request thereafter. 

 Team Goal:  Workplace Health, Safety and Wellbeing 
Consistent with all Quilpie Shire Council Employees (Duties of 
workers) 

No non-compliances 

Organisation 
Report on the number and completion rates for Workplace 
Health and Safety action plans (by Directorate/Function): 
• Hazards 
• Incidents 
• Inspections 
• Internal Audits 
• External Audits  

 

• Minimum quarterly – as part of the annual operational plan progress 
report.  
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