Job Description
The following corporate values and behaviours underpin the working environment at Campbelltown Council and assist us in delivering our vision:
Respect, Integrity, Teamwork, Leadership, Customer Focus


1.	Job Title	Eastern Business Advisory Officer

2.	Reports to	Team Leader Economic Development

3.	Classification Level	General Officer Level 3

4.	Department/Section			Economic Development

5.	Objectives
This role is to support the delivery of the Eastern Business Advisory service to enable businesses located within the ERA* region access personalised business advisory services. 

This will be achieved by:
· Supporting the marketing and promotion of the program to ERA businesses
· Monitoring and responding to requests for advisory services from ERA businesses
· Liaising with appointed Business Advisors to connect ERA businesses with suitable Advisors
· Collating data and reporting on the program quarterly
· Referring local businesses into the business support ecosystem 
· Showing a passion for helping businesses.

With the Key Outcomes of:
· Supporting ERA Councils to deliver high quality business advisory 
· Facilitating business and employment growth
· Strengthening the value that can be achieved by the ERA Business and Economic Development Portfolio Group**.

* ERA refers to the Eastern Region Alliance of Councils, who are a group of eastern metropolitan councils who voluntarily work together for the benefit of their local communities and the eastern region community as a whole. Councils include the Cities of Burnside, Campbelltown, Norwood Payneham & St Peters, Prospect, Unley, and the Town of Walkerville.

** The ERA Business and Economic Development Portfolio Group refers to the nominated Staff representatives from each ERA Council co-managing the program.


6.	Job Requirements
	6.1	Skills and Attributes
· Excellent organisational skills.
· Effective interpersonal skills and demonstrated ability to communicate clearly both verbally and in writing, and to maintain confidentiality.
· Proficiency in computer programs (such as Word, Excel, Canva, Wix and social media platforms).
· Demonstrated time management skills including the ability to organise own work to achieve set and agreed deadlines.
· Ability to work with the Portfolio Group comprised of members from a number of Councils.
· Ideally, experience in marketing and promotion of a program for the business community 
· Basic understanding of bookkeeping.
6.2	Qualifications and experience
· Ideally hold, or be working towards, a tertiary qualification in business, economics, administration, commerce, marketing, communications or management and/or have relevant experience in the small business sector.
· Demonstrated ability to work under minimal supervision.

7.	Key Responsibilities
· Liaise with stakeholders to administer the activities required to deliver Eastern Business Advisory.
· Develop and maintain effective working relationships with Business Advisors, small businesses, community members and business groups / associations.
· Support the ERA Business and Economic Development Portfolio Group and member Councils.

8.	Organisational Relationships
· The Eastern Business Advisory Officer is accountable to the ERA Business and Economic Development Portfolio Group.
· The Eastern Business Advisory Officer reports directly to the Host Council representative of the ERA Business and Economic Development Portfolio Group.

9.	Performance/Skill Standards
The performance of the Officer will be measured by:
· The quality of service provided to the Portfolio Group.
· The relationship with key stakeholders.
· Meeting of identified Performance Targets.
· Managing performance outcomes listed in the contract. 

10.	Special Conditions
Occasional out of hours work may be required to fulfill the responsibilities of this role.

11.	Work Health Safety
In relation to WHS (Work Health Safety), the person appointed in the role is responsible and accountable for:
· Taking reasonable care for their own health and safety.
· Taking reasonable care that their acts or omissions do not adversely affect the health and safety of other persons.
· Complying, so far as the worker is reasonably able, with any reasonable instruction that is given by the person conducting the business or undertaking to allow the person to comply with the WHS Act.
· Cooperating with any reasonable policy or procedure of the person conducting the business or undertaking relating to health or safety at the workplace that has been notified to workers.
· Carrying out their roles and responsibilities as identified in the WHS and Return to Work Program, Policies and Procedures, including taking reasonable care to protect the health and safety of both themselves and others in the workplace. 
· Participating in training to assist themselves and their workers to fulfill their WHS and Return to Work roles and responsibilities as identified in the relevant WHS and Return to Work Program, Policies and Procedures.
· Identifying and reporting health and safety risks, accidents, incidents, injuries, property damage and mishaps at the workplace.
· Ensuring workplace risk controls are implemented and maintained within their areas of responsibility.
· Correctly using all appropriate equipment provided and adhering to instructions issued to protect the health and safety of the staff member and others in the workplace. 
· Assisting with the rehabilitation and return to work of staff suffering work related injuries. 
· Ensure workplace injury management procedures are applied when staff are injured at work, including the provision of suitable duties for staff returning to work following work related injury or illness.
· Attending Return to Work training as arranged.

12. Council Policies, Procedures and relevant legislation 
· Comply with Council’s Risk Management Policy and Risk Management Framework to protect the interests of residents and the general public. 
· Understand and comply with Council’s policies and procedures at all times (including but not limited to Equal Employment Opportunity, Code of Conduct for Employees etc). 
· The incumbent is responsible and accountable for adequately managing the official records he/she creates and received according to relevant legislation, policies and procedures. 

13.	Records Management
The incumbent is responsible and accountable for adequately managing the official records they create and receive according to relevant legislation, policies and procedures, using the Host Council’s systems and software.

[bookmark: OLE_LINK1]14.	Continuous Improvement Program
Commitment and contribution to Council’s Continuous Improvement Program.

15.	Confidentiality Clause
Security and confidentiality is a matter of concern for all persons who have access to information systems.  Each person accessing City of Campbelltown documents and resources holds a position of trust relative to this information and must recognise the responsibilities entrusted in preserving the security and confidentiality of this information.  Therefore, all persons who are authorised to create or access documents and resources must read and comply with the following standard.

· Respect the privacy and rules governing the use of any information accessible through the information management system or network and only utilise information necessary for the performance of my work duties.

· Respect the procedures established to manage the use of the information management and systems.

· Not seek personal benefit or permit others to benefit personally by any confidential information or use of equipment available through my job position.

· Not access, exhibit or divulge the contents of any records or report except to fulfill work duties.

· Not knowingly include or cause to be included, or exclude or cause to be excluded, in any records or report, an inaccurate or misleading entry.

· Ensure that documents and resources accessed through the information management system containing sensitive and/or confidential employee information will only be disclosed to those authorised to receive it.

· Not release my logon or password to anyone else, or allow anyone else to access or alter information under my identity.

· Understand that all access to the system will be audited regularly.

Persons breaching this standard either during or after serving as an employee of the City of Campbelltown, may be subject to penalties, including disciplinary action and dismissal.



By signing this, I agree that I have read, understand and will comply with these requirements.



Present Occupant:	  Date Appointed:	



Host Council CEO:	  Date:	


