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Advertisement 

SENIOR LIBRARY OFFICER 
 138 

 Location – Newman 

 Permanent Part Time position (24.75 hours per week) 

 No Accommodation 
 
The Shire of East Pilbara is a well-established Local Government Authority in Western 
Australia, which services the town sites of Newman, Marble Bar and Nullagine. 
 
We now seek to appoint an enthusiastic person in permanent part time position of 
Senior Library Officer. In this position the successful applicant will work under the 
supervision of the Manager Community Wellbeing and will be responsible for the 
efficient operation, supervision and coordination of the Shire’s Libraries. 
 
The successful applicant must hold a current WA ‘C’ Class Drivers Licence, Working With 
Children Check and Police Clearance (dated within the last three months). To be 
successful in this role, you must have exposure to business administration and activities, 
the ability to interpret and apply legislation and standards relevant to libraries and have 
relevant qualifications in the area and/or work experience. 
 
The salary range is between $68,296.38 per annum (pro-rata) and $72,181.73 per 
annum (pro-rata) and includes the East Pilbara Allowance of $5,200.00 per annum (pro-
rata) and a Location Allowance of $930.80 per annum (pro-rata). 
 
Next steps – if you are interested in this position, please apply via our website 
http://www.eastpilbara.wa.gov.au/about-us/employment-opportunities where the 
Application Package and Position Description can be downloaded. If you are unable to 
apply via our website, please submit your application by emailing 
recruitment@eastpilbara.wa.gov.au Applicants are requested to submit an up to date 
resume and cover letter addressing the essential criteria no more than 3 pages. 
 
For enquiries relating to the application or recruitment process, please contact: 
Chloe Egan – Human Resources Officer on (08) 9175 8000 or hro@eastpilbara.wa.gov.au  
 
For role specific enquiries, please contact: 
Paul Howrie – Manager Community Wellbeing on (08) 9175 8000 
 
Applications close 4:00pm Monday 01 June 2020. 
 
Canvassing of Councillors will disqualify. 
 
Jeremy Edwards 
Chief Executive Officer 

 

  

 

http://www.eastpilbara.wa.gov.au/about-us/employment-opportunities
mailto:recruitment@eastpilbara.wa.gov.au
mailto:hro@eastpilbara.wa.gov.au


Position Description 

SENIOR LIBRARY OFFICER 
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SENIOR LIBRARY OFFICER 
 

The Position: Under direction of the Manager Community Wellbeing, the Senior Library Officer is 
responsible for the efficient operation, supervision and coordination of the Shire’s 
Libraries through fostering an environment of teamwork and positive work 
practices, to ensure a high level of customer service is provided and organisational 
objectives are achieved. 

Within Division: Assist and support the effective running of the Community Wellbeing section 
including administration, program and event planning and delivery of the library 
services.  

Within Organisation: As part of the Community Wellbeing team, be responsible for the effective and 
efficient delivery of high quality services and positively promote the Shire of East 
Pilbara in such a manner as to enhance its reputation within the wider community. 

 

 
 

Position Title Senior Library Officer 

Directorate  Customer & Community 

Department   Community Wellbeing 

Reports to  Manager Community Wellbeing 

Position Number  138 
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SENIOR LIBRARY OFFICER 

 

 
ROLE ACCOUNTABILITIES: 

Be responsible for the daily administration of the Library Services  

 Manage and coordinate the day-to-day operations of the Libraries in the Shire to ensure 
Shire services are delivered in an efficient and effective manner. 

 Determine community needs and evaluate, revise, and monitor Shire services to ensure 
such needs and expectations continually form the basis of service delivery. 

 Develop, review and maintain operational procedures and manuals for the Libraries. 

 Prepare reports on Library utilisation, visitor numbers and any other relevant information 
as requested. 

 Respond to customer enquiries in a timely manner, ensuring all users of the Library receive 
up to date information on current programs and activities. 

 Undertake special projects and other duties as requested, which are in line with the 
position’s responsibilities. 

 Undertake travel to the regional libraries within the Shire to assist rural staff members. 
 

Adhere to the Shire processes 

 Ensure the financial records and IT systems of the Shire Libraries are maintained 
consistently with the Shire’s systems, policies and procedures. 

 Constantly improve in all administrative and financial procedures, ensuring they are 
effectively carried out in accordance with the Shire’s of East Pilbara’s established guidelines 
and standards. 

 Ensure all procedures and processes are effectively carried out in accordance with relevant 
requirements. 

 Undertake responsibility for the checking and delivery of records and information 
transferred to the Newman Administration office. 

 Promote the Shire of East Pilbara’s Code of Conduct and the Shire of East Pilbara‘s Policy 
Manual within the team. 

 Provide input and continually support the Shire of East Pilbara’s Strategic Community Plan, 
Corporate Business Plan and various specific relevant strategies and plans.  

 Check and sign off on staff timesheets in accordance with the Shire’s payroll system. 
 

Work effectively within a team environment  

 Supervise and delegate work instructions to all Library staff on a day-to-day basis and 
establish effective working relationships with all team members. 

 Maintain positive work relationship, and foster excellent communications with the 
extended Community Wellbeing team. 

 Encourage communication with rural libraries and foster an environment of collaboration 
and resource sharing. 

 As required, travel to the regional libraries to assist staff. 

 Prepare and maintain monthly staff rosters for the effective operation of the Library. 

 Apply current Occupational Safety & Health legislation and policies, ensuring a safe working 
environment. 
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SENIOR LIBRARY OFFICER 

 

SELECTION CRITERIA 
(Applicants are required to address ONLY the Essential and Desirable criteria in their written application) 

ESSENTIAL CRITERIA (to be considered for this role you must demonstrate the following skills and experience) 

 Relevant qualifications in the area and/or relevant work experience in working in libraries and/or 
customer service environment  

 Current West Australian ‘C ’ Class Driver’s Licence 

 Current  First Aid Certificate, or ability to obtain  

 Current National Police Clearance Certificate 

 Current Working With Children Check 

 Demonstrated experience working in a library 

 Demonstrated experience supervising staff 

 Sound customer service and interpersonal skills 

 Highly developed communication, interpersonal and negotiation skills 

 Highly developed computer and technology skills 

 Exposure to business administration and activities 

 Ability to read, understand and apply legislation and standards relevant to libraries 

 Highly proven self-management, time management and organisational skills 

DESIRABLE CRITERIA 

 Development of management plans pertaining to library services 

 Sound knowledge of OS&H legislation 

 Ability to travel regularly to the regional library’s in the Shire and to Perth for training as 
required 

EMPLOYMENT CONSIDERATIONS 

To be considered for a position at the Shire of East Pilbara, applicants must be able to satisfy the 

following appointment prerequisites by providing: 

 Completion of 100-point identification check  

 Production of a valid Police Clearance of no more that 6-months old 

 Hold the appropriate rights to work in Australia 

 Completion of a pre-employment medical 

CORPORATE ACCOUNTABILITY 

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

procedures. 

 Avoid participation in activities that may represent a conflict of interest with the obligations and 

responsibilities of your role/position. 

 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 compliance with the Shire’s mission to provide a self-sustaining, dynamic community by: 

1. Encouraging social and economic development that complements lifestyle, environment and 

heritage. 

2. Providing leadership in community matters to promote harmony, opportunity and a positive 

community image. 

3. Providing efficient, accountable and quality management of public and community assets, 

resources and infrastructure. 

4. Providing clear direction for physical, economic and social development. 

 Ensure Council processes are followed to prevent and detect fraud and corruption. 

 Comply with positions relevant responsibilities at set out in the Shire’s Risk Management 

procedures. 

 

 

 

1.1  
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SENIOR LIBRARY OFFICER 

 

  

   

ATTITUDE, BEHAVIOUR AND CONDUCT (ABCs) 

RESULTS FOCUSED 

 Structuring time, taking responsibility for, and managing work to meet deadlines. 

 Producing work of a consistently high standard. 

 Being proactive. 

 Demonstrating high levels of effort to achieve tasks. 

ACTIVELY PRACTICES TEAMWORK 

 Working effectively as part of a team. 

 Considering the needs, feelings, and accepting the ideas of fellow team members. 

PERSEVERES TO COMPLETE TASKS 

 Maintaining a positive “can do” attitude in the face of many obstacles. 

 Consistently following tasks through to completion. 

ACTS IN AN ETHICAL MANNER 

 Demonstrating appropriate conduct in a range of situations, aligned with the Code of Conduct. 

COMMITTED TO PERSONAL GROWTH 

 Demonstrating a commitment to personal growth. 

 Keeping up-to-date with developments in the relevant occupational field. 

 

RELATIONSHIPS 

 Responsible to Manager Community Wellbeing 

 Internal:   All Council Staff 

   External: All users of the Newman Library, relevant stakeholder in the East Pilbara, State 

Government Agencies, Local Government Regional bodies and other relevant 

authorities. 

EXTENT OF AUTHORITY 

 

 

 

POSITION ACKNOWLEDGEMENT AND ACCEPTANCE 
The information contained in this position description is intended to describe the nature and level of work to 
be performed. This is not considered an exhaustive list of all the responsibilities, duties or skills required in 
the role. From time to time, employees may be required to perform duties outside of their normal 
responsibilities as required to meet operational needs. 

 
Signing this position description indicates an agreement and acceptance of the contents and conditions.  

Employee Name: Supervisor Name: 

Employee Signature: Supervisor Signature: 

Date:  Date:  
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Remuneration Details 

Award: 
Employment conditions in accordance with the Local Government Industry Award 2010. 

Cash salary component: 

 Cash component between $62,165.58 (pro-

rata) - $66,050.93 (pro-rata). 

 East Pilbara Allowance of $5,200 per annum 

(pro-rata) is paid as per Council’s policy and a 

Location Allowance of $930.80 per annum (pro-

rata) is paid may be subject to change. 

 9.5% Superannuation Guarantee plus 

additional 5% subject to an employee 

contribution of 5%.  The combined total of the 

Shire of East Pilbara contribution shall not 

exceed 14.50% of the specified salary. 

In addition: 

 Uniform allowance of $440 per annum 

 5 weeks annual leave and the eligibility to 

accumulate rostered days off. 

 Long Service Leave - Thirteen (13) weeks after 

ten (10) year continuous Local Government 

services. 

 Annual Leave Travel Assistance - Following 

twelve (12) months completion of service one 

(1) return economy airfare to Perth, based on 

the cost of an airfare from Newman. 

 Reasonable relocation will be considered for the 

right candidate.  

 

Hours of Work: 

 Working hours for this position is 24.75 hours 

per week. As per the Award provision, ordinary 

hours of work are 38 hours per week. 

Accommodation: 

 Council accommodation is not provided with this 

position. 

Other Benefits and services: 

 Discounts for staff for the use of recreation and 

aquatic center facilities as per council policy. 

 Free health and fitness assessments by 

qualified staff at the recreation centre. 

 Professional development is encouraged and 

promoted by providing staff training as 

necessary and attendance at 

seminars/conferences is also supported. 

The information below has been based on Level 7 under the Local Government Industry Award 2010. 
 

CASH COMPONENT  $62,165.58 
Per Annum (pro-rata) 

$66,050.93 
Per Annum (pro-rata) 

East Pilbara Allowance @$100 per week $5,200.00 (pro-rata) $5,200.00 (pro-rata) 

Location Allowance @ $17.90 per week $930.80 (pro-rata) $930.80 (pro-rata) 

Total Cash Component $68,296.38 (pro-rata) $72,181.73 (pro-rata) 

   

SUPERANNUATION   

Council Compulsory @ 9.50%  $6,488.16 (pro-rata) $6,857.26 (pro-rata) 

Potential for Council Contribution @5%  $3,414.81 (pro-rata) $3,609.09 (pro-rata) 

TOTAL PACKAGE 
 

$78,199.35 
Per Annum (pro-rata) 

$82,648.08 
Per Annum (pro-rata) 
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Information For Applicants 

Thank you for your enquiry regarding the advertised position. These notes are provided to assist you in the 

preparation of your application and to help the selection panel judge your application amongst the others that will 

be received for the position. 

Application 

Your application should include a covering letter 

explaining your interest in the position (no more than 

three pages) and a current resume detailing your 

qualifications, experience and attributes for the 

position. It is essential that the information you 

provide is clear, concise and relevant, so that the 

selection panel can readily assess your claim for the 

position. It is up to you to demonstrate to the panel 

that you understand the requirements of the position 

and that you have the necessary knowledge, 

experience and qualifications to successfully carry 

out the duties. 

Referees 

Applicants should provide the names and contact 

details of two current referees in their application. 

The most valuable referees will be those that can 

comment on work experience that is relevant to this 

position. 

Referees will only be contacted after prior notification 

and consent has been sought from the applicant. 

Other Documents 

It is recommended that only copies of supporting 

documents be enclosed with your application so as 

to avoid loss or damage to originals. Nonetheless, 

the Council may ask to sight the originals at a later 

time. 

Police Clearance 

Shortlisted applicants at the interview stage of the 

process, will be required to provide a current police 

clearance and claimed qualifications. 

 

Contact Number 

Please ensure that you provide a convenient telephone 

number so that you can be contacted if you are invited 

for an interview or there are any queries regarding your 

application. 

Late Applications 

In fairness to all applicants, late applications will not be 

accepted unless prior arrangements have been made. 

Supporting an inclusive and diverse workforce 

The Shire of East Pilbara is an Equal Opportunity 

employer we recognise that our workforce is 

strengthened by diversity and actively foster an 

inclusive workplace. 

Medical Examination 
Following the interview process, the successful 

applicant will be required to undergo a medical 

examination.  Full documentation for the requirements 

of the position will be given to the medical practitioner 

prior to the examination and the medical examination 

costs are paid by Council.  Existing illness will not 

necessarily preclude an appointee from the selection 

process. 

Probationary Period 
A probationary period of 3 months service will need to 

be completed. A performance review will be held at the 

end of the probationary period and continuing 

employment confirmed subject to satisfactory 

performance. 

 

Should you not perform your duties for which you have 

been employed to the satisfaction of the Shire of East 

Pilbara, this Organisation may at its discretion extend 

the period for a further three months or terminate this 

contract of employment by giving you relevant written 

notice or paying you in lieu of the notice period. 

Applications for the position closes:   4.00pm Monday 01 June 2020 
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Council Information 

Shire of East Pilbara 

President 

Cr Lynne Craigie 

Deputy President 

Cr Geraldine Parsons 

 

Councillors 

Cr Langtree Coppin Cr Anita Grace 

Cr Dean Hatwell 

Council Meetings 

Full Council generally 

meets on the fourth 

Friday of each month. 

Offices: 

Newman Administration Centre 

Corner Kalgan & Newman Drive, 

Newman WA 6753 

Telephone: (08) 9175 8000 

Facsimile: (08) 9175 2668 

Marble Bar Administration Centre 

20 Francis Street, Marble 

Bar WA 6760 

Telephone: (08) 9175 1008 

Facsimile: (08) 9175 1073 

Website: http://www.eastpilbara.wa.gov.au 

 

 

Cr Anthony Middleton 

 

Cr Carol Williams 

 

Cr Karen Lockyer 

Cr Holly Pleming Cr Adrienne Mortimer Cr Stacey Smith 

 

http://www.eastpilbara.wa.gov.au/
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Council Statistics 2016-2017 

1,186 2,918 
Distance from Perth (km) Number of Electors 

371,696 3,085 
Area (sq km) Number of Dwellings 

235.7 13,140,044 
Length of Sealed Roads (km) Total Rates Levied ($) 

3,000.1 
Length of Unsealed Roads (km) 

49,090,929 
Total Revenue ($) 

12,581 180 
Population Number of Employees 
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The Shire of East Pilbara presents a world of opportunity to 
residents and staff being located on the edge of the great 
sandy desert and within close proximity to a series of 
national parks, waterholes and mountains. It is sunny 
almost every day in the Shire, there is no lengthy commute 
to the Shire offices and there is the ability to gain 
experience working in a number of localities including 
Newman, Marble Bar, Nullagine and Cape 
Keraudren/Pardoo. Each place has different landscapes, 
amazing colours and local characters. 

I like working for the Shire for the range of tasks that I am 
able to work on. In my role I manage many different 
projects including programs to activate local and small 
business, preparing technical and planning studies and 
also undertaking community engagement with residents 
and businesses. The Shire has also offered me a wealth of 
professional development opportunities such as WALGA 
procurement courses, participating in regional planning 
forums and participating in economic development panels 
such as at the Pilbara 2018 Growth and Investment 
Conference. 

Ryan Del Casale – Manager Development Services – Planning 
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About The Shire Of 
East Pilbara 

For the keen explorer, the Shire of East Pilbara is Australia’s largest 
Shire, offering a diverse mix of desert sands from the Great Sandy and 
Gibson Deserts to the pristine coastal reserve of Cape Keraudren. 
There are three towns in the Shire of East Pilbara: Newman, Marble Bar 
and Nullagine; each offering something unique. 

A geographical span of (circa) 

372,571 
square kilometres 

The Shire of East Pilbara is about the same size as Japan! 

Driving from east to west, it will take three days to cross the 

Shire, and six hours from north to south - so as you can 

imagine, there is an abundance of incredible things to see 

and do. 

 

 

 



Senior Library Officer - Application Package 

- Application Package 

13 

Newman 

Newman is the largest town in the Shire; a modern mining town 

that has enjoyed an amazing revitalisation over the past 

decade, making it one of the key cities in the Pilbara. It is 

currently home to 5,500 people who enjoy the benefits of this 

modern hub, including the incredible East Pilbara Arts Centre, 

where you can view and purchase art by locally and 

internationally renowned Martumili Artists. 
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The East Pilbara delivers close to everything a person 
could want. A mix of the ancient and the modern, stunning 
landscapes and a great sense of community. The East 
Pilbara...what a great place to work and live. A simpler 
and richer lifestyle amongst an ancient culture with 
modern vibrancy and seemingly endless landscapes of 
stunning beauty. 

Pip Parsonson - Manager Community Wellbeing 

Nullagine 

If prospecting is your passion, then the Shire of 

East Pilbara – being rich in minerals – is a great 

destination. Nullagine was the site of Australia’s 

first diamond discovery and was a thriving town 

during the gold rush period of the 1880s. 

Remnants of that bygone era are still evident in 

the region. 
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Marble Bar 

Marble Bar has a reputation for being 

Australia’s hottest town, and is the gateway to 

explore areas such as Coppins Gap and Kittys 

Gap, as well as Doolena and Carrowine 

gorges. The Marble Bar Road is predominantly 

gravelled for the 304 kilometres between 

Marble Bar and Newman. 
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Karlamilyi National Park 

In the centre of the shire is Karlamilyi National 

Park. Karlamilyi, formerly Rudall River National 

Park, is rich in Aboriginal culture and has an 

abundance of wildlife. At 1,283,706 hectares, it is 

the largest national park in Western Australia, 

and one of the largest in the world. It is also one 

of the most remote places in the world. The 

park is located 420 kilometres east of Marble Bar 

and 260 kilometres from Newman. 

Beautiful part of the world to be living and 
working in. Great staff involvement with 
inclusive teams and diverse range of cultures 
and ages. 

Megan Leslie – Membership Officer 
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Cape Keraudren 

At the northernmost point of the shire is the pristine coastal area of Cape 

Keraudren. This 4,800-hectare reserve offers breathtaking coastal views, as 

well as fabulous crabbing and fishing. It’s a 

must-see for the day-tripper or camper. The Canning Stock Route, a 

favourite among serious four-wheel drive travellers, runs for approximately 

500 kilometres, from north to south, through the eastern part of the Shire. 

The Shire is abundant with plants and wildlife and offers some of the best 

night-sky viewing platforms in the country. Indigenous artwork in its original 

state is dotted throughout the Shire, providing an array of opportunities for 

the adventurer or day-tripper. 

The Shire of East 
Pilbara offers 
a diverse work 
environment to 
many of its 
employees. From 
the red dirt of 

Newman to the white sands of 
Cape Keraudren, there is a vast 
and stunning district to explore 

Brent Stein – Manager Community Safety 
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The heart of the Pilbara beats loudly 
and powerfully in this unforgettable 
land, we can’t wait to see you! 

 

CALENDAR OF EVENTS 

NULLAGINE  

Event Month 

Australia Day January 

ANZAC Day April 

Thank a Volunteer May 

Western Desert League Carnival 
July 

NAIDOC 

 

MARBLE BAR  

Event Month 

Australia Day January 

ANZAC Day April 

Marble Bar Race Day and Ball 
July 

NAIDOC 

Christmas Tree Lights December 

 

NEWMAN  

Event Month 

Australia Day January 

Welcome to Newman February or March/ 
August or September 

Intl Women’s Day 

March Harmony Day 

Bike Week  

AFL Celebrity/Vets 

May Mother’s Day Classic 

Newman Triathlon 

Filipino Day June 

NAIDOC Week 
July 

Marble Bar Reverse Triathlon 

Fortescue Festival 

August Newman Family Fun Run & Half Marathon 

Newman Race Day 

Newman Film Festival 
September 

Outback Fusion Festival 

Bloody Slow Cup 
October 

World Mental Health Day 

Martumili  –Christmas sale November 

Thank a Volunteer Day 

December Kids Christmas Party 

Christmas Lights 
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