SHIRE OF I

GINGIN

POSITION DESCRIPTION

REGULATORY & DEVELOPMENT SERVICES
Compliance Officer - Planning and Health

July 2026




SHIRE OF I

GINGIN

=222 COMPLIANCE OFFICER - PLANNING & HEALTH

POSITION Compliance Officer - Planning & Health DIVISION Regulatory and Development Services

Local Government Industry Award (IA) 2020 Band 7/8

POSITION SUMMARY

Effectively implement the Shire’s Planning, Building, Health and Local Law compliance functions, including investigation of
community complaints, interpretation of legislation, and formulation of letters, notices, orders, and legal briefs of evidence,
negotiating outcomes and carrying out associated regulatory duties.

VALUES STATEMENT

The Shire of Gingin’s corporate values are to be guided and informed by our belief in and commitment to TRACK:

Teamwork - Working in collaboration to achieve our goals.

Respect - Working together with honesty and empathy towards others.
Accountability - Taking ownership and responsibility in what we do.
Commitment - Be professional and diligent in what we do.

Knowledge - Be skilled and innovative in what we do and continue to learn.

CORPORATE ACCOUNTABILITY

. Comply with the Shire’s Code of Conduct, management directives, and approved policies and procedures.

. Exercise discretion and maintain confidentiality in dealing with sensitive and high-level issues.

. Display and promote activities that will positively influence team culture and business performance.

. Deliver effective use of the Shire’s resources within the levels of accountability.

. Ensure that all aspects of service delivery align with and progresses the Shire’s Strategic Community Plan, Corporate

Business Plan and Service Delivery Plans.

. Services are managed in-line with the Shire’s Customer Focus Charter and in an efficient manner.
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REQUIREMENTS OF THE POSITION

*Key Selection Criteria - in a separate document please outline your ability to meet the requirements of
each item in the 3 tables below as part of your application for this position.

QUALIFICATIONS ESSENTIAL | DESIRABLE

Diploma of Local Government - Regulatory Services, Government Investigations or O
Statutory Compliance or relevant experience in undertaking compliance inspections,
investigating customer complaints and resolving compliance matters.

Minimum (current) ‘C’ Class driver’s licence. O
Possession of a current National Police Clearance (under 3 months). O
EXPERIENCE & KNOWLEDGE ‘ ESSENTIAL ‘ DESIRABLE
Understanding of local government legislative framework, with the ability to interpret

legislation, assessing regulatory compliance and negotiating compliance outcomes.

Demonstrated knowledge of relevant Local Government legislative and statutory X O
requirements and/or contemporary governance principles and standards.

Working knowledge of gathering evidence and court procedures in Western Australia O
Computer literacy, with ability to use modern software packages O
Experience with SynergySoft produced by IT Vision. O X
Sound knowledge of the Shire of Gingin’s region. O X

SKILLS & ATTRIBUTES ESSENTIAL | DESIRABLE

Liaise internally and build positive, constructive relationships with key internal and external
stakeholders, such as Building Surveyors, Environmental Health Officers, Planning X O
Officers, and Rangers.

Highly developed influencing and facilitation skills. O
High level organisational and time management skills. X O
Ability to work effectively both as a member of a team and autonomously, working under

minimal supervision and with a high level of independence in solving problems and using ]
expert judgement.

Personal accountability and demonstrated commitment in accepting responsibility for
monitoring, managing, and reporting on progress of work and achievements against X O
established work standards.
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KEY DUTIES

As directed by the Executive Manager Regulatory and Development Services (EMRDS) and in conjunction with the Manager
Development Services and Principal Environmental Health Officer the position shall:

Compliance

Receive and prioritise compliance related enquiries, complaints and prepare correspondence, and take appropriate
action under supervision of Manager Development Services and Principal Environmental Health Officer with the aim of
maintaining a strong customer focused service.

Initiate investigation in accordance with the Compliance Operating Procedure for alleged breaches under the Local
Planning Scheme, local planning policies, planning approvals, local laws.

Issue infringements for minor offences under the Planning and Development Act 2005, Public Health Act 2016 (where
required and under supervision of Principal Environmental Health Officer and Local Laws.

Document and record all information of inspections, correspondence, emails, investigation reports and statements of
evidence relevant to alleged noncompliance issues.

Obtain all necessary approvals from supervisors and/or the Executive Management Team, in accordance with approved
compliance policies and procedures, before initiating or participating in court proceedings, appearing as a witness, or
attending the State Administrative Tribunal on behalf of the Shire.

Demonstrate political awareness and discretion when managing sensitive compliance matters in line with
organisational procedures

Maintain daily updates of the register and case file cover sheet on compliance matters.

General/Administrative

Undertake research (interpret building plans), prepare reports, memos, correspondence and other associated tasks as
required.

Maintain daily updates of the register and case file cover sheet on compliance matters.

Initiate and foster effective working relationships within the organisation i.e., Planning, Building, Environmental Health,
and Ranger Services along with key external stakeholders, liaise with other Shire officers on relevant compliance
matters and provide assistance as required, to ensure the Shire provides a complementary and coordinated approach
to Planning, Health and Building compliance matters.

Undertake other duties within the scope of the position as directed by the Manager Development Services to support
business objectives.

WORK HEALTH & SAFETY

Participate in the development of a safe and healthy workplace.

Comply with safety and health instructions on safe work procedures.

Co-operate with management in meeting legislative requirements.

Take reasonable care to ensure own safety and health and of other employees.
Abide by duty of care provided under legislation.

To report any injury, hazard or illness immediately, where practical to their supervisor.
Not place others at risk by any act or omission.

Not wilfully or recklessly interfere with safety equipment.
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EXTENT OF AUTHORITY

Operates under general direction of the Executive Manager Regulatory and Development Services, Manager Development
Services and Principal Environmental Health Officer within established guidelines, procedures, and policies of the Shire, as
well as statutory provisions of the various Acts and other legislation.

ORGANISATIONAL RELATIONSHIPS

Responsible to:

Chief Executive Officer

Executive Manager Regulatory and Development Services
Manager Development Services

Principal Environmental Health Officer

Number of Staff Positions Supervised Directly: 0

Number of Staff Positions Supervised Indirectly: 0

INTERNAL EXTERNAL

e Chief Executive Officer e Other government agencies

e Executive Manager Regulatory and Development e Contractors

Services
e Ratepayers and residents

e Manager Development Services
g P e Members of the public

e EAto Executive Manager Regulatory and Development
Services

e  Other Shire staff

POSITION ACKNOWLEDGEMENT & ACCEPTANCE

The details contained in this document are an accurate statement of the position’s responsibilities and requirements.

Employee’s Name:

(BLOCK LETTERS)

Employee Signature: Date:

Signature: Date:

James Bayliss
CHIEF EXECUTIVE OFFICER
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: PO Box 510, GINGIN WA 6503
T: (08) 9575 5100

E: mail@gingin.wa.gov.au

W: www.gingin.wa.gov.au
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This document is available in alternate
formats upon request
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