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Position Description

	Position Title
	Coordinator Environment/Landcare Services

	Directorate
	Sustainable Development & Infrastructure 

	Level
	Level 8

	Reports to
	Manager Asset Services

	Directly responsible for 
	Senior Environment/Landcare Officer
Contractors
Volunteers

	Primary Location
	Margaret River Civic Centre

	Delegation
	N/A

	Position No. & version
	LAN01




	Position Overview



Primary functions

· To coordinate Environmental/Landcare services and programs.
· Provide advice on Environmental/Landcare matters.
· Develop environmental strategic and operational plans including the preparation and implementation the Shires response to State of Environment report.
· Coordinate Human Resources and volunteers relating to area of responsibility.


	Position Responsibilities



	Key functions
	Specific duties
	% Time

	Environmental and Landcare services
	· To coordinate Environment and Landcare services including but not limited to the following:
· catchment management/natural resource management projects;
· Environmental/Landcare advisory services;
· grant funding preparation and acquittals;
· partnership building with key agencies and community groups;
· weed control, revegetation and bushland restoration programs; environmental/Landcare project management and
· water quality and conservation programs.
· Develop and present structured, clear and concise reports and recommendations on environmental management and Landcare matters to Council and the Executive Leadership Team.
· Coordinate timely and accurate responses to all enquiries and correspondence from Councillors, the community, other departments and executive management within time frames agreed.
· Provide advice to the Works Business Unit with applications for clearing permits (and associated flora surveys), water license applications, bed and banks permits, other license/permit applications, design options to avoid/reduce environmental impacts, methods to avoid/reduce environmental impacts during construction/maintenance and revegetation following construction.
· Independently develop and implement catchment management/natural resource management projects services and initiatives within the Shire.
· Independently research, identify, prepare, implement and acquit program funding related to the environment portfolio
· Independently develop and implement weed control, revegetation and bushland restoration programs.
	50%








	Stakeholder Engagement & Education
	· Build partnerships and work co-operatively with Government agencies, natural resource management groups and other community groups.
· Provide direct support for the Cape to Cape and the Lower Blackwood Landcare Groups.
· Provide advice to interdepartmental staff and general public on matters related to catchment management and natural resource management
· Represent the Shire at stakeholder meetings for the implementation of water quality improvement and water conservation programs, community Landcare meetings, briefings and workshops.
· Promote the planting of indigenous species by residents and utilise native species in Shire plantings.
· Build community capacity to undertake environmental management and protection of the Shires natural resources by supporting local community ‘friends’ volunteer programs and Natural Resource Management Groups.
	30%

	Operational Planning, Coordination and Reporting
	· Develop, coordinate and review operational plans relating to area of responsibility including:
· Environmental/Landcare operational management plans;
· State of the Environment Plan & Report; and
· Workforce and volunteer plans.
·     Prepare project briefs including the appointment of consultants and contractors to undertake environmental projects, including environmental management plans, weed control, revegetation and earthworks.
·     Prepare grant funding applications and projects manage the implementation of grant funded projects including final acquittals and reporting.
·     Develop operational performance system including undertaking quarterly performance reporting.
·     Manage finances for reporting staff and assigned projects, including preparation of tenders.
·     Manage operational and strategic risks.
	10%

	Human Resources
	·     Coordinate Human Resources including:
· Undertake recruitment, inductions and mentoring of staff;
· Undertake personnel performance planning, evaluation and disciplinary action;
· Undertake personnel training needs analysis;
· Manage personnel issues and disputes; and
· Manage, monitor and audit safety and health, workers compensation and injury management processes and performance.
·    Coordinate team to fulfil its quality service and/or work standards.
·    Manage volunteers and contractors.
	10%




	Position Requirements



Essential
· Demonstrated experience in coordinating Environment/Landcare services and projects and proven ability to resolve operational issues.
· Tertiary qualification in environmental science, Natural Resource Management, biology, botany or an equivalent.
· Knowledge or experience of the preparation of State of Environment Reporting and/or sustainability strategies
· Knowledge of Environmental legislation, Codes of Practice and Industry Standards
· Proven ability to undertake operational planning processes that provide comprehensive management plans for delivering services or projects.
· Demonstrated experience in preparing and managing a budget and proven ability to undertake financial analysis.
· Detailed knowledge of industry standards and relevant legislative requirement.
· Demonstrated office administration skills – including sound keyboard skills and knowledge of Microsoft Office, and related applications.
· Highly developed communication and interpersonal skills including the ability to provide professional advice to a variety of internal and external stakeholders.
· Possess a current Western Australia “C” Class Drivers Licence.
· Demonstrated ability to research, analyse and investigate environmental/Landcare issues and provide clear and concise communications, reports, and policies.
· Demonstrated experience in managing human resources, volunteers, contractors and occupational safety and health.


Desirable
· Knowledge of Local Government legislative framework as it relates to tender processes.
· Working knowledge of the district and local community issues pertaining to the Natural Resource Management in the Shire of Augusta-Margaret River.
· Project/Frontline Management or related Certificate.
· Working knowledge of Occupational safety and Health legislative requirements.
· Knowledge of the Business Excellence framework as it relates to leadership and management systems.
· Demonstrated facilitation and engagement skills.
· Demonstrated ability to negotiate complex issues.

	Key Relationships

	Internal 
	External

	Executive Directors
Shire President
Councillors
Council Staff
	Community Associations
Public Utilities and Authorities 
Consultants a
nd other professionals
State and Federal Ministers and Departments
Associations of Local Government
Other Local Governments
Industry leaders and groups
Community members
Natural Resource Management groups



	The Way We Do Things



  Respect		   Integrity		 Community		  Excellence
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