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POSITION DESCRIPTION 
 
A. POSITION PROFILE  

Position:   

Trainee Revenue Officer 

Position Occupant:    

Vacant 

Position Evaluation: 
Band 1 
Level  1 
Trainee 1-10 

Department:  

Corporate Services 

Section/Group: 

Finance 

Conditions of Employment: 

24 Month Training Contract  

Local Government (State) Award 2017 

Direct Supervisor:  

Manager Finance  

Additional Benefits: 

35 Hour Nine Day Fortnight Agreement 

Full education assistance 

Number of Staff Supervised by this position:    

Nil 

  

B. STATEMENT OF FUNCTION 

To provide administrative assistance and support to Council’s revenue, finance and customer service staff, 
whilst undertaking formal study and learning government administration in the Local Government context. 
 

C. KEY RESPONSIBILITIES 
 

1. Undertake structured training or tertiary study as required by the Training Agreement or Contract for 
the Traineeship, and other short courses as identified. 

2. Provide administrative assistance to the Revenue Officer to ensure that rates and property systems are 
accurate and up to date. 

3. Deliver quality customer service and accurate and efficient administrative support. 
4. Ensure work is prioritised and carried out within required timeframes and that deadlines are met. 
5. Comply with Council’s record keeping requirements. 

6. Follow and comply with relevant legislation and policy in regard to Work Health and Safety, Equal 
Employment Opportunity, Privacy and the Local Government Act. 
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D. DUTIES 

Duties will be extended over the duration of the Traineeship and will be reviewed as the Trainee develops 
skills, knowledge and experience.  Flexibility is a requirement in the workplace and progression to new duties 
will be related to the Training Plan or course of study.  The duties of the Trainee are as follows: 

Rates & Water Administration 
1. Assisting Council’s Revenue Officer  in day to day functions including: 

a. Provide effective customer service to internal and external customers, including Council staff,  
the public, solicitors and other service providers; 

b. Assist with the provision of information to answer rate enquiries; 
c. Preparation of 603 Certificates 
d. Completion of land transfers 
e. Ensure ratepayer and property  information is kept up to date 
f. Maintain and balance rate ledgers; 
g. Assist with administrative tasks relating to debt recovery actions; 
h. Assist with the completion of returns and reports. 
i. Assist with the preparation of rates notices, instalment notices, water and sewer accounts and 

overdue notices; 
2. Maintain Council’s register of ratepayer, customer and correspondent name and address (NAR). 
3. Other duties within the Finance Team, as directed. 

Reception & Customer Service 
4. Operate Council’s telephone switchboard efficiently and effectively and in a manner that portrays a 

professional image of Council. 
5. Provide courteous, timely service and accurate information to the general public in relation to all 

telephone and counter enquiries including advice on general Council operations. 
6. Handle difficult customer situations sensitively and professionally, ensuring a high level of service. 
7. Promptly record requests and complaints received by Council through the customer management 

system (CARS) to ensure referral to the appropriate officer in a timely and accurate manner. 
8. Promptly refer customer enquiries to appropriate staff members and pass on accurate messages 

verbally or via email. 
9. Provide routine support and act as an intermediary as required with Council’s two way radio network. 
10. Ensure telephone message bank is de-activated at commencement of business and activated at close 

of business. 
11. Take receipt of deliveries and consignments at the office, following established procedures and notify 

consignee of arrival. 

Cashiering 
12. Provide timely and accurate receipting of all monies received by Council by mail, telephone and in 

person, following established procedures. 
13. Undertake daily balancing of cash floats, monies and cheques received and EFTPOS and complete 

associated reconciliation records and banking documentation. 
14. Record Agency receipts on spreadsheet as received. 
15. Ensure NSW Companion Animals Register is updated as part of receipting of monies related to the 

same.  

16. Other duties within the Corporate Services department as directed. 
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E. ESSENTIAL CRITERIA  

1. Year 12 Higher School Certificate or equivalent with demonstrated ability to undertake 
business studies. 

2. Demonstrated genuine interest in a career in public sector administration. 
3. Demonstrated customer service focus and ability to interact courteously with members of the 

public. 
4. Demonstrated computer skills in a Windows environment and a working knowledge of 

Microsoft Office applications and ability to learn application specific software. 
5. Demonstrated ability to apply attention to detail with a focus on accuracy and efficiency. 
6. Proven ability to work flexibly and effectively in a team environment.  
7. Understanding of Work Health and Safety, Equal Employment Opportunity and Privacy 

legislation in the workplace. 
 

 
 
F. DESIRABLE CRITERIA  

1. Demonstrated cash handling skills. 
2. Demonstrated understanding of the role and function of Local Government. 
3. Current NSW Drivers Licence Class C or P, or the ability to attain within 3 months. 

 
 


