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	Position Title
	Events and Permits Support Officer 

	Directorate
	Sustainable Economy and Communities

	Level
	4

	Reports to
	A/Manager Arts and Economic Development

	Responsible for (direct reporting lines)
	Nil

	Primary Location
	Margaret River Civic Centre

	Delegation
	Refer delegation matrix

	Position No. & date
	August 2025



	Position Overview



The primary functions of the position are to:
· Provide specialised support to the Arts & Economic Development team including events and commercial activities permits customer service and administration. 
· Provide a high level of responsive customer service to internal and external stakeholders 
· Identify areas for process and procedure improvements 
· Undertake general administrative duties and maintain accurate records and documentation related to permits for events, filming and commercial activities.


	Position Responsibilities



	Key Functions and duties
	% Time

	Events & Permits Support 
· Serve as a main point of contact for general enquiries related to permits within the Shire. 
· Deliver high-level customer service and maintain accurate records.
· Manage events and permit enquires and applications, and support applicants to provide complete and timely applications. 
· Draft permits and economic communications for applicants and other stakeholders 
· Collate event management plans for review and other events and permits documentation to ensure completion, accuracy and timeliness.   
· Liaise with internal business units in the development of specific permit conditions with a customer-centric focus. 
· Administer bookings for Shire banners and issue banner permits.
· Maintain procedures and identify service improvements.
· Generate reports and support the delivery of economic development projects and programs.
· Work independently on assigned events & permits tasks. 
· Provide general administrative duties associated with events and permits administration, such as invoicing, loaning keys, insurance checks and other duties as required. 
	80%

	Communications 
· Provide accurately and timely information to assist with the communication of events and commercial activities. 
· Update the Shire’s website to reflect accurate and up-to-date information for the Arts & Economic Development team.  
· Prepare documentation and administration support for the Shire’s Major Event Grants program and other Economic Development initiatives. 
	10%

	 Records Management
· Manage records and statutory requirements.
· Assist with the development and maintenance of procedures, templates and information to assist internal and external customers.
	10%

	General
· Work in accordance with the Shire’s defined Equal Opportunity and anti-discrimination legislation, procedures and principles
· Work in accordance with the Shire’s defined Occupational Safety and Health legislation, procedures and principles
· Adhere to the Shire’s Code of Conduct, policies and management practices as amended from time to time
· Ensure all duties as directed by the Chief Executive Officer are fully undertaken.



	Extent of Authority



· Works under general direction of the A/Manager Arts & Economic Development
· Prioritises own work to ensure all tasks are performed within a satisfactory timeframe.
· Exercises initiative and/or judgment within clearly established procedures and guidelines

	Position Requirements



Essential
· Ability to resolve enquiries of a technical nature to achieve high-quality and timely customer experiences. 
· Ability to work autonomously to interpret and apply legislation, policy and procedures.
· Strong organisational and time management skills.
· Well-developed verbal and written communication skills to communicate with a diverse range of stakeholders. 
· Well-developed problem solving and conflict resolution skills.

Desirable
· Experience or training in event management or a related field
· Experience in administering permits, event applications, contracts and agreements.
· Experience within a Local Government environment.
· Experience in communications and using website content management systems.

	Key Relationships

	Internal 
	External

	A/Manager Arts & Economic Development 
Events & Permits Officer
Managers
Employees	

	Event organisers
Government departments 
Professional consultants and contractors
Local businesses, residents, visitors and general community 
Sporting, community and commercial groups
External Committees




	The Way We Do Things



  Respect		   Integrity		 Community		  Excellence
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