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Position Description 
 
POSITION TITLE: Community Recovery Officer 

DEPARTMENT: Planning and Environmental Services 

REPORTS TO: Strategic Initiatives Coordinator 

LOCATION: Kyogle Council, 1 Stratheden Street Kyogle 
 

SALARY SYSTEM GRADE: Grade 8 
REMUNERATION PACKAGE: Superannuation 

Access to a range of salary packaging benefits 
HOURS OF WORK: 35 hours per week (9-day fortnight) 
 
Our Mission 
 
To meet the challenges of our unique and diverse region. 
 
Purpose of Position 
 

The Community Recovery Officer (CRO) is based in Council and is responsible for 
supporting community recovery after the February 2022 Floods. The CRO will work with the 
community to identify needs, develop local recovery programs, assist in accessing 
information and resources and provide leadership and community capacity building. This 
includes: 
• initiating and supporting key committees and working groups 
• assisting in the development of community recovery initiatives and events 
• monitoring and evaluating local recovery programs and activities 
• establishing cooperative networks across government, non- government and 

community groups that can assist community recovery and develop local 
infrastructure that will endure beyond the term of this position. 
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Award Provisions 
 
Award:   Local Government (State) Award 2020 

Award Grade:  Grade 8 

 
Organisational Relationships  
 

 
WITHIN DEPARTMENT: 

 
Director Planning and Environmental Services 
Strategic Initiatives Coordinator 
Community Resilience Officer 
Technical and Professional Staff 
Operational Staff 

 
 
 

 
WITHIN COUNCIL 

 
Operational Staff 
Salary staff 
Contractors 

 
 
 
 

 
EXTERNAL TO COUNCIL: 
 

 
Resilience NSW Regional Teams 
Other Local Councils impacted by the floods 
Local recovery committees and forums (including regional 
health and wellbeing committees) 
Local community groups and leaders. 
National Recovery and Resilience Agency’s (NRRA) Recovery 
Support Officers 
Non-government organisations and local service providers 
Members of the public 
Businesses 
Contractors 
 

 
 

Organisational Chart 
 
 
 

 
 

 
 

Community Resilience  
Officer 

Visitor Services 
Officer 

Strategic Initiatives 
Coordinator 

Cultural Services 
Officer 

Community 
Recovery Officer 
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Schedule of Duties 
Key 
responsibilities 

Related tasks 

Relationship 
management 

• Establishment of Community Resilience Network/s to coordinate key 
local social recovery partners and representatives to assist in 
coordinating work being undertaken locally through events, 
workshops and activities being run.  

• Work collaboratively to develop strong and effective working 
relationships with peers, staff and stakeholders (including 
community). 

• Engage in wide-ranging consultation and negotiation with all 
relevant stakeholders to facilitate appropriate and effective 
community-led  recovery activities and programs. 

• Contribute to the establishment of processes to gather feedback 
from community members and groups to contribute to ongoing 
improvement. 

• Contribute to community awareness programs and support the 
development of community-based activities. 

Community 
development 

• Facilitate community consultation and self-determination, in 
particular; 

• Work with the community and relevant stakeholders to identify the 
post-flood needs and priorities. 

• Consult and support community participation in relation to 
anniversary events, rituals and symbols. 

• Support volunteers, community members and groups with 
community run events and activities by assisting with promoting and 
participating.  

• Provide high level support and advice to community development 
stakeholders. 

Project 
management 

• Manage allocated funds and exercise financial resource delegation 
within project requirements. 

• Establish timelines and provide regular project update and reports, 
briefings, and other relevant correspondence. 

• Develop a work plan and budget to include appropriate strategies, 
activities, timelines, and performance indicators for supporting 
community recovery. 

• Maintain a flexible approach to the planning and development of 
relevant projects and plans to meet changing community need. 

Information 
management 

• Develop and disseminate documents for key stakeholders regarding 
proposed and ongoing community recovery activities, e.g. calendar 
of events. 

• Produce and disseminate progress updates and reports. 
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• Report back to local recovery committees and forums, and to 
regional health and wellbeing committee. 

Organisational 
contribution 

• Understand and follow workplace safety initiatives, identify hazards, 
and contribute to a safe working environment, as well as follow 
procedures to manage and minimise risks. 

• Follow the principles of a sustainable working environment by 
following departmental greening initiatives. 

• Model ethical behaviour and practices consistent with The Code of 
Ethics and Conduct for NSW government sector employees. 

 
 
 
 
 
 
Role Capabilities 

The Local Government Capability Framework describes the core knowledge, skills and abilities 
expressed as behaviours, which set out clear expectations about performance in local 
government: “how we do things around here”. It builds on organisational values and creates a 
common sense of purpose for elected members and all levels of the workforce. The Local 
Government Capability Framework is available at https://www.lgnsw.org.au/capability 
Table 1 outlines the full list of capabilities and levels of competency required for appointment to 
this position. The capabilities in bold are the focus capabilities for this position. Refer to the next 
section for further information about the focus capabilities.  
Table 1 also outlines the qualifications and experience required for appointment to this position. 
While no qualification is required for appointment, a Certificate III in Waste Management or 
equivalent, or demonstrated experience working in a waste management operational setting, 
would be considered an advantage.  
 

Table 1: Role requirements  
Qualification diploma/degree/certificate  

Licence  Class C 
 

https://www.lgnsw.org.au/capability
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Role Capabilities   

 
Personal attributes 

Manage Self Advanced 

Display Resilience and Courage Intermediate 

Act with Integrity Adept 

Demonstrate Accountability Adept 

 
Relationships 

Communicate and Engage Adept 

Community and Customer Focus Adept 

Work Collaboratively Adept 

Influence and Negotiate Intermediate 

 
Results 

Plan and Prioritise Adept 

Think and Solve Problems Adept 

Create and Innovate Intermediate 

Deliver Results Advanced 

 
Resources 

Finance Adept 

Assets and Tools Adept 

Technology and Information Intermediate 

Procurement and Contracts Adept 
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Focus Capabilities 
The focus capabilities for the position are those judged most important at the time of recruiting to 
the position. The focus capabilities must be met at least at a satisfactory level for a candidate to be 
suitable for appointment. The focus capabilities for this position are outlined in Table 2. 

Table 2: Focus Capabilities 
Group and Capability Level Behavioural Indicators 
Personal Attributes 
Manage Self 
Shows drive and 
motivation, an 
awareness of strengths 
and weaknesses and a 
commitment to learning. 

Advanced • Demonstrates motivation to serve the community 
and organisation 

• Initiates team activity on organisation/unit, projects, 
issues and opportunities 

• Seeks and accepts challenging assignments and 
other development opportunities 

• Seeks feedback broadly and asks others for help 
with own development areas 

• Translates negative feedback into an opportunity to 
improve 

Relationships 
Communicate and 
Engage 
Communicates clearly 
and 
respectfully 
 

Adept • Tailors content, pitch and style of communication to 
the needs and level of understanding of the 
audience 

• Clearly explains complex concepts and technical 
information 

• Adjusts style and approach flexibly for different 
audiences 

• Actively listens and encourages others to provide 
input 

• Writes fluently and persuasively in a range of styles 
and formats 

Results 
Plan and Prioritise 
Plan and organise work 
in 
line with organisational 
goals and adjusts to 
changing priorities 
 

Adept 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

• Consults on and delivers team/unit goals and 
plans, with clear performance measures 

• Takes into account organisational objectives when 
setting and reviewing team priorities and projects 

• Shows awareness that he/she is working for the 
community 

• Scopes and manages projects effectively, including 
budgets, resources and timelines 

• Manages risks effectively, minimising the impacts 
of variances from project plans 

• Monitors progress, makes adjustments, and 
evaluates outcomes to inform future planning 
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Table 2: Focus Capabilities 
Group and Capability Level Behavioural Indicators 
Resources 
Deliver Results 
Be a responsible 
custodian of council 
funds and apply 
processes in line with 
legislation and policy 
 

Adept  Uses basic financial terminology appropriately 
 Considers the impact of funding allocations on business 

models, projects and budgets 
 Manages project finances effectively, including budget, 

timely receipting, billing, collection and variance 
recognition 

 Prepares and evaluates business cases with due regard 
for long term financial sustainability 

 Applies high standards of financial probity with public 
monies and other resources 

 Identifies, monitors and mitigates financial risks 

 

Role Skills 

To be eligible for progression through Council’s salary system, staff must demonstrate the role-
based skills outlined in Table 3 below, in addition to meeting the technical requirements and 
demonstrating competency in the core capabilities described under the Local Government 
Capability Framework (see Table 1). 

Specific Role Skills 
• Community development and disaster recovery knowledge base – demonstrate 

knowledge of community development and disaster recovery principles, practices, 
standards, and related disciplines and awareness of contemporary trends and issues and 
their application and impact. 

• Planning and project management experience – utilise experience in the creation and 
activation of community development plans and activities and ensure effective project 
management. 

• Analysing and reporting – analyse and integrate information from a variety of sources to 
develop and deliver reports and presentations. 

• Building partnerships – understand the needs of a diverse range of customers and 
cultures and deliver services that meet these needs using initiative, creativity, negotiation, 
consultation and conflict resolution skills. 

• Develop solutions – analyse problems and formulate solutions based on the practical 
interpretation of policies, procedures and relevant legislation. 

• Influence and negotiate – identify and resolve issues while working towards positive and 
mutually beneficial outcomes. 
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Special Conditions 
 

• A diploma/degree/certificate in social work, social sciences, community development, 
community welfare or related discipline and/or a minimum two years’ experience or 
substantial community development/community recovery experience. 

• Successful applicant will be required to satisfactorily complete a Background Screening 
and National Criminal History Record Check (NCHRC) prior to being employed.  

• A valid current driver's licence is essential. 
• Out of hours work will be required. 
• A flexible approach to the taking of leave is required. 
• Intrastate travel may be required. 

 
 
 
 
Acceptance of Position Description 
 
I, _________________________________, have read and understood this position description 
and agree to the conditions and responsibilities contained in it. I intend to commence duties on  

___________________________________. 

(insert date) 
 
 
Signed: ________________________           Date:_______________________ 
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