Position

Customer Relations and Records Officer

Closing Date

14 May 2021

Salary

$66,210.24 per annum (pro rata) + 10.5% super
1 Full-time role available, with RDO
1 Part-time role available, 2 days per week (Tuesdays and Wednesdays)

Queries

Jillian Sargeant – Manager Human Resources

The Town of Claremont is a boutique local government that was established in 1898 for the
picturesque riverside suburbs of Claremont and Swanbourne. It is a busy and forward focused
local government with dedicated staff who are committed to making a difference at a local level.
The Town is seeking experienced applicants to join the Town’s Customer Relations and Records
team. As a ‘first point of contact’, this position provides excellent customer service to ratepayers
and visitors to the Town. Assistance is provided in person, electronically and over the phone and
in accordance with the Town’s Customer Experience Charter. The position is required to log all
enquiries through a Customer Request Management System in a prompt and timely manner.
Other key responsibilities include:
1.
2.
3.
4.
5.
6.
7.
8.
9.

Directing enquiries to relevant Town employees to ensure and maintain customer service
standards.
Processing payments, bond applications and refunds in line with Town policies.
Mail processing and distribution.
Creation of electronic files in RM8 including applying security settings.
Assisting with destruction of records in accordance with the Town’s Record Keeping Plan.
Maintain indexes for vital records in conjunction with business units.
Assisting with Freedom of Information requests by gathering and collating records.
Providing assistance to Town employees with regards to record processes and use of RM8.
Assist the Coordinator in maintaining all procedures for Customer Relations and Records
functions.

Applicants are required to clearly indicate which position is preferred on their application.
The full-time role works across all weekdays and is eligible for a Rostered Day Off. The part time
role is 2 days per week (Tuesdays and Wednesdays). There is the option of additional hours to
cover periods of absence.
Your core values will mirror the Town’s values including respect, integrity, quality communication and
excellent customer service. The Town is an equal opportunity employer that values a diverse
workplace. We encourage people of all ages, genders, culturally diverse backgrounds and those
with a disability to apply.

