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Local Laws Officer (Animal Control) Part-Time
(Re-advertised)

Environmental Health
Position No. MR-2009-17

Maranoa Regional Council are currently seeking enthusiastic and committed person to join our
Environmental Health team.

Roma based — regionally focused position. Duties will include impounding of animals, animal
control and monitoring, assisting in conducting investigations and inspections within Council’s
local authority area. Ability to work week-end is essential

To be successful in this position you will have an understanding of administration procedures
and practices, animal control practices, experience in using Microsoft Windows applications
including Microsoft Office. Possession of “C” class driver’s license is essential.

Candidate must provide with a current Resume, Cover Letter, addressed key selection
criteria and copies of qualifications / tickets / | icences relevant to this position.

Applications should be submitted via:

Email: recruitment@maranoa.gld.gov.au
Fax: (07) 4622 3084
Post: Mr. Stuart Randle
Chief Executive Officer
PO Box 42
MITCHELL QLD 4465

In person: At any of the Council's Customer Service Centres

“Maranoa Regional Council is an Equal Opportunity Eployer”

WORKING FOR YOU.

GROWING WITH YOU.




About the Council

“Positive Professional Proud”
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Conditions of Employment

Position: Local Laws Officer (Part-Time)
Classification: Level 2
Award: Queensland Local Government Officers’ Award

plus Maranoa Regional Council Officers
Agreement 2009

Hourly Pay Rate: $22.30

Location: Roma

Normal Hours of Work: 20 hours per week

Leave: Pro rata annual leave, sick leave

Superannuation: Employee contribution — 6% of salary, Council

contribution — 12% of salary. If employee chooses
not to contribute in the first 12 months, Council
contribution of 9% applies. After 12 months
Employee must contribute 6% of salary

Other employee benefits: Salary sacrifice options

“Enjoy a Work Life Balance!”
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Title: Local Laws Officer — Part-Time (20 hoursper week)

Reports to: Manager Environmental Health

Accountable to: Director Planning & Environment

Location: Roma Based — Regionally Focused

Classification: Level 2 Qld Local Government Offiers’ Award plus Maranoa Regional Council
Officers’ Agreement 2009

Reviewed by: Manager Environmental Health & HumanResources

Review date: October 2009

Approved by: Chief Executive Officer

Next Review: In line with Performancé\ppraisal or when position becomes vacant

Position Objective
1. To assist towards providing an efficient and effectservice in relation to compliance with Courgil’
Local Laws, Policies and other Legislation.

Note: Ability to work week-end from time to time issential.

Requirements of Job
(a) Skills

Good interpersonal and communication skills inahgdboth team work and public relations skills.

Ability to deal with customers at all levels inactful, empathetic and courteous manner.

Ability to effectively exercise sound judgement rielation to enforcement procedure and customer
service under minimal supervision.

Skills in the preparation and presentation of ¢leancise and accurate reports.

Well-developed time management and prioritisatikiissfor own work.

Proficient computer skills using a range of teclgas. Ability to use Microsoft Word, Excel,
PowerPoint and the Web required.

Ability to provide a high standard of customer seewvhen handling enquiries via the telephone,tfron
counter (when required), email, fax etc to ensurat tcustomers receive accurate and timely
information.

(b) Knowledge and Experience
An understanding of administration procedures aadtjres.
An understanding of computer software applicatioctuding Microsoft Office.
(c) Qualifications
Certificate IV in Investigations.
State Penalty Enforcement Registry training.

Current Queensland Class C drivers licence.



(d)

Desirable

Relevant Certificate of Competencyl/ices for othmgsrapriate plant.

Training

The position holder will be encouraged to attendksbops and off the job training relevant to the

position and to further develop skills desired g Council and the position holder

Key Responsibilities

@)

(b)

Relationship with Environmental Health Team.

Develop and maintain a team focus, establishingraaititaining relationships based on honesty, trust
and integrity.

Functional Activities (in priority)

Administration and other duties

Monitor and patrol (Local Laws requirements);

Assist in conducting investigations and inspectiassequired;

Prepare documents and act as a withess as nectssanjorcement actions in the relevant courts;
Update appropriate databases; and

Perform other duties as directed by the Manger f&nmental Health or other appropriate supervisor.

Animal Control

Assist in the implementation of Councils Local Laweeping and Control of Animals and relevant
sections of the Environmental Protection Regulatib@98;

Assist with the investigation and action as reguitemplaints regarding breaches of Council Local
Law and relevant section of the Environment PradedRegulations 1998;

Issuing of letters/notices for breaches of Courlagilsal Law and relevant sections of the Environment
Protection Regulations 1998;

Ensure letters/notices are complied with;

Carry out street patrols;

Impounding of animals, as required,;

Undertake the operation of Council’s dog pound/s;

Undertake promotion of Councils Local Law — Keepargl Control of Animals;

Assist in undertaking surveys to determine comgkawith Local Law No 6 Keeping — Keeping and

Control of Animals.

Overgrown Allotments (Vermin Control)

Implementation of Health regulation 1996 — ParivErmin Control and Councils Local Law —
Control of Nuisances with respect to overgrowntatlents;

Assist in the investigation of complaints regardimgaches of Health Regulation 1996 — Part 17
Vermin Control and Councils Local Law with respcbvergrown allotments;

Assist in the instigation of issuing of notices boeaches of Health Regulation 1996 — Part 17 \fermi
Control and Councils Local Law No with respect t@mrown allotments;

Ensure letters/notices are complied with; and



Assist in periodical surveys to identify overgrolamd.

(c) Financial Management

Exercise sound financial management of Counciluesss.

(d) Human Resource Management & Teamwork and Particijoet
Promote teamwork and develop and maintain positreek relations and appropriate organisation
culture.
(e) Workplace Health and Safety
To ensure the responsibilities and obligationsudbneed in the WH&S Legislation are met.
Performance/Skill Standards
The incumbent in this position is responsible aedoantable for meeting the following performance
indicator objectives:
Tasks allocated are to be performed to agreed atdsénd/or as per established procedures or quédel
Work goals shall be those as set by the Supenasat will be drawn from Council’s Operational Pkamd
Corporate Plan.
Work is to be carried out in accordance with acegdndustry standards, Quality Assurance standards,
Workplace Health and Safety Act, legislative regmients and Council policies, procedures and |eres |
Tasks are to be completed within the time framdgéhe Supervisor.
Actively participate in planning and recommendingprovements for effectiveness and efficiency ofkvor
tasks.
Demonstrate a spirit of cooperation toward otheplegees and the achievement of Council’s aims and
objectives

Organisational Relationships

a. Reports to Manager Environmental Health and/orifenwnental Health Officer
b. Supervises n/a
C. Internal Liaisons Director Planning & Environmektanager

Environmental Health; Environmental Health Officegcal Law Officers; other
Local Law Officers; Customer Service Officers; aniler Council staff as
appropriate.

d. External Liaisons Land Holders; Justices Departm@ttier Local
Governments; Rate Payers; Residents; GovernmerarDegnts; local
businesses; and the General Public.

Extent of Authority

Issues and problems that are not easily solved toeleel referred up to immediate supervisor.
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Local Laws Officer (Animal Control)
Environmental Health Section

Position No. MR-2009-17

KSC 1. possession of and practical experience demonstrating competency in the following:

Certificate 1V in Investigations.

State Penalty Enforcement Registry training.

Current Queensland Class C drivers licence.

KSC 2. pemonstrated knowledge in the following:

An understanding of administration procedures and practices.
- An understanding of computer software applications including Microsoft Office.

- Animal Management (cats and dogs).

KSC 3. Good level of communication and interpersonal skills including basic literacy and numeracy
skills.



The Process

Selection Panel approve
the most suitable
applicant; an official offer
of employment is made

Unsuccessful
applicants are

Applicants are contacted
and advised of the result

notified of their interviews

I\ \/
Advertising of Short listing of Interviews Reference checks Recommendation
vacancy applications conducted conducted of suitable
candidate
10 — 14 days 11 — 14 days 15— 21 days 16 — 23 days 20 - 30 days

You will need to submit a completed Job Application Cover Sheet, Letter of Application, ensure you
address the Key Selection Criteria and include your most current Resume.

Letter of Application
a) Clearly state position title and number you are applying for.

b) If you can, type your application. Otherwise neat handwriting is acceptable. Remember
you want it to be easy for us to read your application.

c) Sign and date your Letter of Application.
Resume
Be clear and informative. In your Resume try to include:

WORK EXPERIENCE - A brief description of the tasks and activities you were responsible
for in past jobs including employers’ names.

EDUCATION / QUALIFICATION - A list of courses and training you have attended. We
recommend attaching copies of your most important or recent results and certificates.

REFEREES - Include the names, position titles, addresses and business hours contact
telephone numbers of at least two work related referees (not personal referees). We won't
call your current employer until you give us permission to do so.

Important Tip: Never send us your only copy of your resume or sup porting papers. The only original
document you send should be your letter, and it is a good idea for you to keep a photocopy of that for
your own records.

Key Selection Criteria

Read the selection criteria, as you will need to explain in your application how you meet them.

ORKING FOR YO!

Wi uU.
GROWING WITH YOU.




Answering the selection criteria is usually done by writing separate sections about each of the
selection criteria, with a heading or title for each section.

Tip: Itis also to your advantage to describe any wor K, volunteer or hobby experience you have in
tasks similar to those listed in the “Key Responsib ilities” section of the Position Description.

For most Council positions answering the selection criteria requires you to demonstrate how you
measure against the “Position Requirements”. Good applications describe how the person applying
has;

Used the skills listed in the past for work, for a hobby; or what you are doing to develop the
skill(s). It is also advisable to explain how much you have used these skills. (For example, Tony
drove a tractor once a year to haul floats in a street procession, but Chris has used a tractor to
plough and slash on the family farm for the past five years.)

Used or gained the knowledge listed in past jobs or hobbies; or what you are doing to gain the
knowledge required.

When and where you obtained the required experience or qualifications . If you don't quite
have the experience or qualification, what have you been doing to obtain this experience or
gualification?

Special folders for your application and resume are not really necessary. We undo applications sent

to us in folders, so we can scan them. Staple or ¢ lip all your pages together. If you want to look
different to the others, pay attention to the page layout and presentation of your application. Itis best
to use white A4 size paper. Be careful not to sele ct a dark coloured paper as dark coloured paper
does not photocopy or scan well.

Short listing

Following the closing date, all applicants will be sent a letter acknowledging receipt of their
applications. The selection process will be managed by the Interview Panel (3 people) who will
assess how well your knowledge, skills, experience and qualifications meet the requirements of the
position.

When the short listing process has been completed, all unsuccessful applicants will be advised by
letter that their applications have been unsuccessful.

If you are short listed for interview, you will be contacted to arrange an interview time.

Interview

For each position short listed applicants will be asked similar questions. The interview questions will
be developed by the Interview Panel using the Selection Criteria included in the Position Description.

Interviews can vary in duration depending on the requirements of the position with each short listed
candidate given an equal interview time. Normally an interview is between 30 minutes to 1 hour in
duration.



Tip: Dress appropriately in clothing that is comforta ble and presentable. Plan to arrive 10-15 minutes
prior to the interview to familiarise yourself with the environment.

If you are selected for interview, you must bring along any original Certificates or Licences that are
required of the position for verification purposes.

During the interview you will be asked for permission to contact your referees. Please make sure you
tell your referees that you have applied for the position and that they may get a call.

Within a week of the interview date you will be advised in writing if you are unsuccessful for the
position.

Reference checks are conducted if you have passed the interview process.

Confidentiality and Record Keeping

The information that you have provided to us in your application may be stored on Council’'s records
system for a period of one (1) year, in keeping with the Queensland State Archives Retention &
Disposal Schedule for Administrative Records.

Please note that your application is only current a nd will be used for the position to which you are
applying for. If Council would like to use your app lication for a further vacancy(s), in the first ins tance
your permission will be sought.

The only people who will handle your application will be the staff involved in the selection process and
filing of Council correspondence, unless otherwise authorised or required by law.

Submission of Application

Always submit your application on or before the closing date and time.

If your application is likely to be late, we recommend you telephone prior to the closing date and
request permission for a late application to be accepted. Without prior approval it is unlikely to be
accepted.

Application should be submitted via one of the foll owing options:
Email: recruitment@maranoa.gld.gov.au
Post: Mr. Stuart Randle

Chief Executive Officer
Maranoa Regional Council
PO Box 42
MITCHELL QLD 4465

Fax: (07) 4622 3084

In person: At any of the Council’'s Customer Service Centres



Job Application Cover Sheet

Position Applied for:

Position Number:

Name:

Postal Address:

Daytime Number: Mobile Number:

Email Address:

For our records, please indicate how you found out about this position? (Please tick)
L1 The western Star L1 The Courier Mail L1 council website [ Seek.com

[] careerOne.com [ Friend [] Other:

“Maranoa Regional Council is an Equal Opportunity E mployer”
Are you eligible to work in Australia? (Please tick) [ Yes L1 No

Next questions are optional. The information collected from this section will be used for statistical and reporting purposes only.

What is your gender?

Do you identify yourself as Aboriginal or Torres Strait Islander?

Do you identify yourself as a person from a non-English speaking background?

Were you born in Australia?

Do you identify yourself as a person with a disability?

| hereby make application for employment with Maran  oa Regional Council and declare the particulars
contained in my application to be true and correct. If my application is successful, | understand and agree
that any false particulars | have made will render me liable to dismissal.

Applicants Signature: Date:




