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Position Governance & Quality Assurance Officer 

Employment Permanent, Full Time - Level 7 

Location Darwin 

Reports to Chief Executive Officer 

 
 

 
 

The West Daly Regional Council acknowledges the Traditional Owners and custodians of the lands on 

which we live and work, paying respect to Elders past, present and in the future. 

Welcome deyida ngumamnara.  

Our Council works towards the future, focusing on building the foundations for strong and 

sustainable communities and Homelands. Our service delivery and engagement with the Traditional 

Owners and community members of our region is coordinated within the overarching economic and 

community development framework of Council. With over twenty clan groups and seven language 

groups the development and provision of services are reflective of and responsive to community 

needs, strengths, opportunities and cultural sensitivities. 

As a Council, we work together and will continue to engage on a local level with our communities to 

explore and foster opportunities for our future and that of our children. 

Council works to create a harmonious and safe community that is respectful of our rich history and the 

natural environment. 

The land in which Elected Members live and work is known as Thamarrurr which in local 

Murrinh-Patha language means ‘coming together to work as one people’. An area of 

approximately 13,952 square km embracing a fertile and diverse ecosystems. This rich 

area boasts expansive beaches that meet mangrove and melaleuca forest, elevated 

savannah and open woodlands that reach out to the floodplain’s linking the Moyle River.  

It is a place of untouched beauty, with diverse flora and fauna embraced by a spectacular 

landscape. 

POSITION DESCRIPTION 

Governance & Quality     
Assurance Officer 

ORGANISATION 
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The traditional lands of the Thamarrurr has significant natural, cultural and spiritual values 

for its people. Council embraces our rich history and natural environment whilst working 

towards opportunities, possibilities and progression in our region. 

 

The council’s long-term goals are to: 

 Provide good governance, leadership and advocacy 

 Provide local employment and strong regional economy 

 Provide high quality services within financial resources available 

 Maintain and develop council’s assets, natural resources and country 

 Ensure Strong, safe and healthy communities that respect culture, heritage and change 
 

The Council’s Values are: 

 Respect 

 Integrity 

 Honesty 

 Openness 

 Equality 
 

 
 

Service Work performed is of the highest quality, innovative and solutions focused. 

Ethical Applies the highest standards of integrity and ethical conduct. 

Attitude Demonstrates a positive approach, appropriate behaviors and teamwork. 

Discretion Makes appropriate decisions, sound judgements and communicates effectively.  

Safe Work practices performed apply and promote Work Health Safety standards. 

 

The Governance & Quality Assurance Officer is responsible for: 

 developing, monitoring, and maintaining the Council’s governance framework to ensure compliance 
with Local Government responsibilities; and 

 governing, coordinating and assisting best practice procurement for Council. 

 
 

Internal External 

CEO NT Government 

Executive Leadership Team LGANT 

ESO to CEO & Mayor External Contractors and Providers 

All Council Staff Community Organisations 

ATTRIBUTES 

POSITION 

ROLE RELATIONSHIPS 
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Primary Tasks 
 
Governance & Quality Assurance 

 Ensure compliance with the Local Government Act 2019 (and other relevant legislation). 

 Identify emerging issues in relation to corporate governance from a local government perspective and 
assist in the development of appropriate actions and recommendations. 

 Lead the compliance and requirements of the NT Local Government Act and relevant Legislation and 
Regulations relating to the establishment, scheduling and running of all legislated meetings of Council 
such as Ordinary Council Meeting, Finance Committee of Council, Local Authority, Audit Risk Management 
Committee and others as required. 

 Assist the ESO to the Chief Executive Officer and Mayor in the compliance and requirements relating to 
meetings convened by the CEO in accordance with the NT Local Government Act and relevant Legislation 
and Regulations. 

 In conjunction with the ESO to Chief Executive Officer and Mayor, attend all Council meetings in-person 
(including travel to community) to record minutes, and subsequent to each meeting, ensure all resolutions 
and decisions are followed up by responsible officers. 

 Provide specialist advice to the Chief Executive Officer in relation to the interpretation of legislation, 
particularly the NT Local Government Act. 

 Coordinate the induction and any ongoing training for Elected Members following a Local Government 
election or a Council by-election. 

 Coordinate training and support for Local Authority members. 

 Work with the Chief Financial Officer to ensure compliance with Budget reporting. 

 Assist in the development of the documents required under the Local Government Act. 
 

Procurement 

 Ensure purchasing Policies and Procedures are current and that Council procurement processes are 
compliant with legislation. 

 Provide financial administration services and support functions as required. 

 Maintain a safe working environment and ensure Work Health Safety regulations are adhered. 

 Other duties as directed commensurate with skills and experience. 

 Knowledge in Local Government purchasing, regulations. 

 Ability to lead contract practices in all areas of Council, including purchasing practices, tendering process 

and contract management. 

 Ability to facilitate, manage and administer procurement functions to ensure compliance and probity with 

relevant legislation, policies and procedures. 

 Other duties commensurate with skills and experience, as directed by the Chief Executive Officer. 
 
 
 
 
 
 
 
 

DUTIES 
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Teamwork 
 

 Develop a team approach to problem solving and encourage innovative practice. 

 Provide effective communications that foster positive relationships at all levels across the community, 
external stakeholders and Council personnel. 

 Support a collaborative culture with internal and external stakeholders and motivate team members 
by inculcating a dynamic working environment that nurtures innovation. 
 

Work Health & Safety 
 

 Within your area of responsibility, ensure compliance with work health and safety legislation and 
Council’s work health and safety policies and procedures. 

 Contribute to organisational continuous quality improvement and internal reporting. 

 Take reasonable care to protect the health and safety of staff and others. 

 Actively participate in safety improvement activities. 
 
General 

 

 Comply with the Council ‘Code of Conduct’ and all other policies and procedures adopted by Council as 
varied from time to time.  

 Responsible for purchasing goods and services in accordance with purchasing guidelines and delegated 
financial limits. 

 Other duties, consistent with skills and experience, as directed by the Chief Executive Officer.  
  

 

 
 

Essential Qualifications & Experience 
 

 Experience working in a similar compliance/governance role. 

 Experience in reviewing systems, processes and procedures with a focus on making organisational 
improvements. 

 Demonstrated experience interpreting NT Local Government Act, Regulations and Guidelines. 

 Relevant Tertiary qualification and/or work-related experience. 
 

 
Knowledge, Skills & Abilities 

 

 Demonstrated knowledge and experience in the provision and interpretation of legislation. 

 Ability to maintain confidentiality. 

 Well-developed oral, written and interpersonal communication skills including negotiation skills; 

 Well-developed computer skills in Excel, Word and experience using Finance and Contracts Systems; 

 Knowledge of NT Local Government legislation, tendering and procurement practices. 

SELECTION CRITERIA 

RESPONSIBILITY/ACCOUNTABILITY 
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 Ability to provide training to staff in procurement requirements and associated matters; 

 Highly developed organisational skills with the ability to multi-task, plan and manage work processes 
involving multiple stakeholders to meet deadlines. 

 Ability to work and travel to remote communities (as required). 

 Excellent verbal and written communication skills, which demonstrate an ability to consult, negotiate 
and mediate at all levels within the organisation and with key stakeholders including Elected Members.  

 Excellent record keeping and minute taking skills, attention to detail and a high level of accuracy. 
 

Further information 
 

Council employees are subject to applicable Chief Health Officer Directions at the time of commencement. 
The applicant requires a working with children clearance notice and national criminal history clearance prior 
to commencement. A criminal history will not exclude an applicant from this position unless it is a relevant 
criminal history.  
 

 A current Northern Territory Driver’s Licence is required. 

 Travel to Council locations outside of Darwin is expected, with reasonable notice provided. 

 Applicant must be willing to travel by light aircraft or road when required. 

 Current working with children/ochre card. 
 

 
 

 

Matthew Eastham ASM            Dated:    22 August 2022 
Chief Executive Officer                                     
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