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POSITION DESCRIPTION 
Infrastructure Administration Officer 

 
Position Number: PD 5003 

Directorate: Infrastructure  

Division: Infrastructure 

Supervisor: General Manager Infrastructure 

Classification:  Level 6-7 - LGIA Award 2020  

Tenure: Two Years – Full-time  

Primary Location: Wurrumiyanga 

 

Tiwi Islands Regional Council 

The Tiwi islands are located 80km north of Darwin in the beautiful Arafura Sea. There 

are two islands, Bathurst and Melville with a total land mass of 832sq km. The islands 

are home to the Tiwi people, who have a strong affiliation with their land, a distinctive 

culture and language. There are school and medical facilities on the islands, with 

regular plane, passenger ferry and barge services operation to Darwin. 

 

Position Purpose 

This position is an Admin Officer role within Infrastructure, providing support to the 

General Manager, the Services Delivery Managers, suppliers, TIRC staffs and 

stakeholders.  

This position will ensure the effective and efficient coordination of vehicle, workshop, 

equipment parts, and stores and support other undertaking similar work related to 

Council offices, Council houses and Council accommodation. 

 

 



 

Reporting Structure  

 

 
 

Responsibilities 

 
The Infrastructure Administration Officer is responsible for the effective delivery of the 
following broad areas: 
 

 Meet all infrastructure related enquires and provide information to TIRC staff, 
and stakeholders 

 Liaising with infrastructure coordinator and manager and TIRC managers. 

 Assist the Infrastructure team and Supporting and contributing to service and 

infrastructure improvement initiatives. 

 Create purchase requisitions as required. 

 Create and distribute internal work orders and work cards for workshops and 

trades. 

 Assist the Outstations Co-ordinator with monthly reporting. 

 Keeping up to date with new technologies, systems and assisting with 

evaluations. 

 Assist Town Services with fortnightly timesheets. 

 Assist when required with Council house inspections. 

 Create a safe environment, self and colleagues. 

 Performing any other reasonable duties as directed by line management. 

 



 

 

Selection Criteria - Essential 

 

 Minimum 3 years’ experience in Office administration, finance or human 

resources   

 Computer skills and experience in Office applications, particularly Outlook, 

Word and Excel. 

 Knowledge of records management systems. 

 Current drivers licence.  

 Good interpersonal communications skills. 

 Excellent time management skills. 

 Proven ability to work independently and as part of a team. 

 Cross cultural awareness and sensitivity. 

 Understanding of Work Health and Safety in the workplace. 

Desirable: 

 Previous experience working in indigenous communities  

 Tertiary Qualification  


