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SHIRE OF
Discovor the Ontbach Spirit
POSITION DESCRIPTION
Position Title Tourism Officer — Great Beyond
Division Community Services
Reports to Manager Great Beyond

Position Classification

Level 4 Shire of Laverton Enterprise Bargaining
Agreement 2017.

Reviewed May 2026

POSITION OBJECTIVES

A Tourism Officer should be an enthusiastic, approachable, and co-operative person
who will:

Provide quality customer service to visitors and the local community;

Promote Laverton and its region as a tourist destination;

Ensure the Great Beyond Visitor Centre & Explorers Hall of Fame continues to
be a vibrant and viable community facility

Customer Services

Provide information, assistance, and advice regarding visitor servicing. This
includes responding customer enquiries in person, via email or via phone;
providing local information, processing bookings & permits, and introducing the
Great Beyond Explorers Hall of Fame exhibitions.

Prepare and serve drinks and food as provided on the café menu.

Retain a quality gift shop & café by stocking shelves, maintaining merchandise
presentation, engaging with customers and operating the point of sale system,
including cash handling and reconciliations.

Study and or complete training to learn a level of customer service, in line with
the accreditation standards of Tourism Council Western Australia and
Museums Australia

Assist with the co-ordination and running of seasonal promotional activities
such as open days and National Museum Week celebrations

Assist with the co-ordination and running of local community events hosted by
the Great Beyond Visitor Centre, or their event partners

Research, Planning and Marketing
(with support and guidance from the Visitor Centre Manager)

Help promote all capabilities of the Great Beyond within the community.
Assist with maintaining networks with the local, regional, state and national
tourism industry and other associated industries.
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¢ Assist with maintaining good working relationships with community and
business groups of relevance to the Great Beyond.

¢ Assist with managing the distribution of brochures and promotional material.

e Assist in continuously collecting statistical information on visitor numbers,
characteristics and behaviour in the region.

Administrative and General Duties

e Carry out standard cleaning duties during working hours to ensure a
presentable, comfortable and safe environment for staff and visitors.

¢ Assist with administration duties such as research, preparation of events,
collating statistical information, database management and visitor surveys.

e Maintain suitable records, both financial and clerical for the Great Beyond as
per policies and procedures.

¢ Maintain adequate systems for End of Day Cash Reconciliations and banking
reports.

e Attend forums, training and trade shows as, and if, required.

e Ensure all actions and activities demonstrate adherence to the Shire of
Laverton’s Code of Conduct in all internal and external dealings.

e Ensure all documents are recorded in accordance with the Shire of Laverton’s
Record Keeping Plan and electronic document records management policies
and procedures.

e Build a positive work environment and culture by being a supportive, efficient
and effective team member.

e Assist in training new staff when required.

Other Duties
Undertake tasks as directed by the Great Beyond Visitor Centre Coordinator

SELECTION CRITERIA

Essential
e Excellent interpersonal and communication skills (verbal and presentation)
e Demonstrated ability to work as part of a team
e Ability to work unsupervised
e Basic computer skills with experience in using Microsoft Office
e Demonstrated use of initiative
¢ Enjoy dealing with people from a variety of cultural backgrounds
e Genuine desire to promote Laverton and the region

Desirable
e Demonstrated knowledge of the tourism industry and local/regional tourism
environment
e Previous experience in sales, customer service, tourism, or public relations
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e Working knowledge of the local area

e Ability to work flexible, rostered hours including school holidays, weekends, and
occasional evenings

e Experience in social media, e-marketing and data base management

e Experience in barista or hospitality environments

e C Class driver’s license

Qualifications
e Must hold a Western Australian driver's licence (if of age)

e Completion of Year 10 (or equivalent)

General
¢ Understand the implications of the Shire of Laverton’s Code of Conduct with all
requirements regarding standards of professional and personal behaviour
including demonstrating corporate values.

e Create and retain accurate and complete records of business activities, in
accordance with the Shire’s record keeping plant, for instance pre-start checks.

e Support the equity and diversity within the workplace to be respectful and
inclusive.

¢ Adhere to Council policies, procedures, guidelines, and standards.
e Participate in all performance management processes.

¢ Undertake any other duties mutually agreed upon, as reasonably required by the
Deputy Chief Executive Officer; or delegate, within known competencies or with
adequate instruction/training.

ORGANISATIONAL RELATIONSHIPS

Responsible to:
e Manager Great Beyond Visitor Centre

Internal:
e Deputy Chief Executive Officer
o All staff, as required

External:
e Council
e Public/Ratepayers

PERFORMANCE
Performance will be measured against Councils Values, set criteria as agreed by the
Council and employee
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COUNCIL VALUES
Our values define the way we work and behave. We will promote and encourage our
employees to adopt the shared values of:

Integrity:
We role model ethical, transparent, and professional decision-making and behaviour.

Respect:
We promote diversity, inclusion, consultation, and fairness.

Innovation:
We are future-focused and creative; we embrace technology, risk, and opportunity.

Continuous Improvement:

We strive to be efficient and effective through the development of our structures,
systems

and processes.

‘Our Reputation Matters’

WORK HEALTH AND SAFETY

All workers, including contractors and volunteers are obligated to meet their duty of care

by:

i. Taking care for his or her own safety and health and avoid adversely affecting the
safety or health of any other person;

ii. Complying with safety and health instructions given by the Shire, including the
direction to wear personal protective clothing or equipment; and

iii. Reporting hazards, accidents (injuries) and incidents (near misses) in the workplace
and cooperating with any investigations or return to work programs.

EXTENT OF AUTHORITY

Operates under the direction of the Manager Great Beyond Visitor Centre within
established guidelines, procedures and policies of Council, including statutory
provisions of the Local Government Act 1995 (WA) and other relevant legislative
requirements.

PUBLIC RESPONSIBILITIES
To promote a favourable public image of Council’s personnel, operations, and the
Shire in general.
In line with the Shire’s commitment to a high-performance culture, it is expected that all
staff demonstrate the desired organisational behaviours as they go about their role.

¢ Professional and customer-focused approach to work.

e Work as a team to deliver best outcomes for the community.

e Seek continual improvement in all aspects of roles and functions.
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