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POSITION DESCRIPTION
CORPORATION OF THE CITY OF UNLEY
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1.	JOB IDENTIFICATION:

Title of Position:	CITY SHAPING SUPPORT OFFICER
Business Unit:	CITY SHAPING
Reports to:	GENERAL MANAGER CITY SHAPING
Classification:	MOA LEVEL 3

2.	POSITION OBJECTIVES:

The City Shaping Support Officer will play a key role in helping shape the future of the City of Unley. The newly formed position will provide high-level administrative and project assistance to the City Shaping Team and day-to-day support to the General Manager, City Shaping.
The role will support high-quality initiatives that advance our community’s vision Towards 2050 Community Plan and the goals and objectives set out in the Council’s four(4) Lead Strategies.
This is a dynamic opportunity suited to someone who enjoys variety, thrives on organisation, and takes pride in supporting meaningful work that will help shape Unley into a connected, progressive and resilient City.
3. KEY RESPONSIBILITIES:

· Develop high-quality written and graphic content (reports, presentations, plans, and infographics), and maintain consistent quality across all City Shaping communication, including formatting, templates, visual assets and data libraries.
· Undertake research and benchmarking to inform policy or strategy development, as well as complete project tracking and auditing to ensure effective and accountable reporting. 
· Build effective working relationships with internal and external customers through the provision of timely and reliable information, as well as the ongoing enhancement of administrative systems and processes
· Co-ordinate meetings, workshops, and forums, with agendas, minutes, risk registers, and follow-up actions, managing competing priorities, maintaining attention to detail to meet deadlines within a team environment.
· Demonstrate high levels of initiative, accountability, organisational and time management skills in coordination with senior leaders.
· Demonstrate the Values, Policies and Procedures of the City of Unley.
· Undertake other duties supporting the City Shaping team as required.
Staff must comply with WHS (Work Health Safety) and Return to Work SA legislation requirements and relevant WHS policies, procedures and safe work practices implemented by the City of Unley.
 
Key WHS Responsibilities:
· Actively support and contribute to the City of Unley’s effective safety culture.
· Identify and report health and safety hazards, accidents, incidents, injuries, and property damage within the workplace.
· Taking reasonable care to ensure their own safety and not placing others at risk, including appropriate use of equipment and PPE. 
· Complying with the requirements of the City of Unley’s WHS management system.
· Attending WHS training and following instructions and advice provided.



EQUAL OPPORTUNITY EMPLOYMENT
Contribute to the promotion and adherence of the employee conduct standards and in particular Equal Opportunity by adhering to the provisions of relevant legislative requirements.



4.	PERFORMANCE AND SKILL REQUIREMENTS:
a) Qualifications/Experience 
Essential

· Tertiary qualifications in Planning, Design, Communication, or a related field and/or significant relevant experience in contemporary planning, design, communication, and engagement techniques/processes.
· Demonstrated ability to manage multiple projects, deadlines, and stakeholders within a team environment.
· Experience producing high-quality written, visual, and presentation materials, including reports and digital content.
NOTE: Copies of the above listed qualifications/licences/certificates are required as evidence on appointment.


Desirable

· Experience within local government or a creative environment linked to planning or design.
· Experience providing day-to-day support to senior staff.
	b) Knowledge/Skills
Essential

· Understanding of planning, design, and communication principles.
· Knowledge of project coordination, scheduling, risk management, and reporting.
· Ability to support consultation processes and analyse feedback to inform outcomes.
· Proficiency in Microsoft 365 and Adobe Creative Cloud; familiarity with emerging digital or AI-powered tools.
· Strong research, analytical, written, and graphic communication skills, with the ability to take direction and apply feedback.
· Excellent interpersonal, advocacy, and collaboration skills, including negotiation and conflict resolution.
· Strong organisational skills with the ability to manage priorities and anticipate stakeholder needs.
Desirable

· Understanding of local government practices, processes and competing priorities. 
d) Personal Attributes 
Essential

· Organised, adaptable, and collaborative, with strong communication and time management skills.
· Customer-focused and solution-oriented, able to connect projects with broader organisational goals.
· Creative and proactive, with an eye for design and awareness of current trends.
· Strategic thinker who understands the importance of integrated, future-focused city shaping outcomes.


By signing this position description, the employee and the employee’s manager agrees that it is an accurate reflection of the responsibilities and requirements of the position:







Incumbent: ........................................................		Date: .............................
		


Manager: ........................................................		Date: ..............................
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