
 

 

 

 

 

 

 
 

 

ORGANISATIONAL CONTEXT          

 
Wodonga Council’s vision is that Wodonga is a ‘progressive, well-planned city that is affordable, 

offers an abundance of opportunities and is led by strong, empathetic stewardship’. This vision will 

support us to realise our mission ‘to strengthen the community in all that we do’. 

 

POSITION OBJECTIVES         

This position will contribute to the council’s goals of delivering cost effective, quality services in 

a competitive environment, with a strong customer focus by administering the competitive 

tendering and contract management processes. The position will develop and maintain a 

program of preferred supplier arrangements to ensure the council contracts are with quality 

focused organisations who deliver safe work practices in the provision of high quality goods and 

services. 

ACCOUNTABILITY AND EXTENT OF AUTHORITY INCLUDING DUTIES         

This role is responsible and accountable for the following: 

 

 Compliance within the organisation with the requirements of the Local Government Act 1989 

and regulations as amended and other relevant legislation. 

 The achievement of goals, objectives and policies set by the Manager in regard to the ongoing 

management of Competitive Tendering. 

 The provision of accurate, timely and meaningful advice to council staff on matters relating 

to achievement of competitive tendering legislation and practice. 

 Preparation, oversight and adherence to the contracts program. 

 Calling for and opening tenders, quotations and expressions of interest, evaluation and 

making recommendations for acceptance by delegates. 

Position Title: Procurement Officer  

Award and classification: 
Band 5 

Wodonga City Council Enterprise Agreement 2018 to 2021 

Directorate: Business Services  

Business unit: Finance 

Reports to: Procurement Coordinator  

Supervises: Nil 

 Employment Status Full time, permanent 

Date: May 2020 

Employee name: Vacant  

Position Description 
Our values: Trust, Integrity, Learning and Respect 

Our mission: We will strengthen the community in all that we do 



 Advising, assisting and training the contract administrators/managers in their administration 

and performance monitoring roles.   

 The achievement of the goals, objectives, policies and the coordination of the contracts 

services.  

 

Tender/Contract Preparation and Management 

 Develop and maintain a program of preferred supplier agreements for a variety of goods and 

services required by the council on an ongoing basis. 

 Undertake the preparation of specifications, tender and contract documentation, including 

drafting advertisements and relevant correspondence. 

 Coach/train/support other Council staff in relation to tender, quotation and effective contract 

management practices to ensure the delivery of quality services in partnership with contract 

service providers.  

 Assist and participate in tender evaluation teams and prepare reports for delegates and the 

council to approve expenditure. 

 Liaise with OHS and risk management staff to ensure that procurement and contract 

management practices result in the selection of a high standard of compliant suppliers. 

 Ensure compliance with occupational health and safety directives, procedures and legislative 

requirements.  

 Maintain a computerised contracts and performance register for the Governance unit including 

a summary of the contract performance indicators and trends. 

 Ensure all tender/contract documentation and electronic files are maintained and secure in 

accordance with the council’s records management guidelines.  

 Ensure all relevant officers are sufficiently trained in the requirements of National Competition 

Policy including Trade Practices Act compliance.  

 

Administration and Development 

 Prepare reports for the council’s agenda relevant to competitive tendering and also prepare 

monthly performance reports.  

 Coordinate the preparation, packaging and programming of services for market testing. 

 Liaise with other units to ensure the most effective maintenance of the contracts register. 

 Provide advice, information and support to the council staff in relation to effective procurement 

and contract management practices. 

 Answer public and supplier enquiries on tenders and the tendering process. 

 Assist in the development of performance appraisal systems for contract customer service and 

the review of actual levels of service provided. 

 Continue the development and maintenance of the tender procedures and audit trail through 

to the award and completion of contract. 

 Develop procedures and records to ensure the availability of information on the progress of 

tenders. 



 Liaise with and advise other units on the requirements of the Freedom of Information Act, 

ensuring that “commercial in confidence” information is not disclosed to the public. 

 Assist in the policy development, the implementation of procurement programs, training and 

administration of contracts as required. 

 Assist with continuous research, improvement opportunities and documentation of 

procurement processes. 

 Attend special interest group meetings and industry forums as required. 

 Carry out such further duties as requested, giving consideration to the skills and competence 

required of the position. 

 

Team and Council requirements 

 Identify internal customers and develop excellent working relationships to meet the position 

requirements.  

 Provide prompt, efficient and professional service to all stakeholders and customers 

(internal and external) to Wodonga Council.  

 Provide a framework of ethical decision making to ensure fair and equitable outcomes are 

gained for both customers and Wodonga Council.  

 Seek regular feedback from customers and incorporate as opportunities for improvement of 

service delivery.  

 In conjunction with supervisor, provide regular feedback on service delivery and identified 

opportunities for improvement.  

 Actively contribute to team meetings. 

 Participate in business and service planning for the unit. 

 Compliance with and participation in those activities that ensure the Council meets Local 

Government Act and other legislative requirements. 

 Participate in Council’s performance appraisal process. 

 Ensure that all documentation is maintained according to Council’s record management 

processes.  

 Abide by Council’s directives, procedural guidelines, policies, plans and strategies. 

 

OUR VALUES AND ETHICAL BEHAVIOUR                                                                                 

You are expected to demonstrate the values in your everyday work and your interactions with 

colleagues and the community.  

Trust Talk straight – Say what you mean and mean what you say 

Create transparency – Do not withhold information unnecessarily or inappropriately 

Right wrongs 

Practice accountability – Take responsibility for results without excuses 

Extend trust – Show a willingness to trust others, even when it involves a measure of risk 

Respect Treat other people with courtesy, politeness and kindness, no matter what their position or 
opinion 

Listen first – Seek to understand others before trying to diagnose, influence or prescribe 



  

 

PERSONAL AND LEADERSHIP COMPETENCIES                                                                          

For details of Personal Competencies relating to your role, please see Attachment 1. 

JUDGEMENT AND DECISION MAKING SKILLS                                                                                

Ability to use judgement to make decisions on the selection of the best method, technology, 

process or equipment from a range of available alternatives to meet the objectives of the work, 

and resolve problems of a moderately complex or technical nature that may not have been 

faced previously, requiring creativity and originality. 

SPECIALIST KNOWLEDGE AND SKILLS                                                                                         

This position requires specialist knowledge, skills and proficiency relating to procurement 

including:  

 Experienced in the use of IT systems and processes to foster business unit and workplace 

objectives. 

 Understanding of the importance of good record keeping and the ability to effectively use 

Council’s document management system. 

 An understanding of the economic, political and social issues relating to competitive tendering 

in the local government environment. 

 Knowledge of and ability to interpret and advise on the Local Government Act, contract law 

and other related legislation as it applies to this role. 

 Knowledge and experience of the development, evaluation, negotiation and administration of 

services specifications and contracts. 

 Knowledge of the implementation of best practice and/or continuous improvement within 

contracts and on an organisation-wide basis. 

 Ability to understand technical documentation requirements. 

 Ability to analyse and evaluate tenders in accordance with the requirements of the tender and 

specification. 

 Ability to advise business unit staff and assist them to achieve solutions to tendering or 

contract management challenges. 

 

MANAGEMENT SKILLS                                                                                                          

The Contracts Officer must have the ability to manage their own time, set priorities and plan 

and organise their work to meet the requirements of the role. Furthermore, the management 

skills required for this role include: 

Integrity Tell the truth in an appropriate and helpful manner that does not compromise the organisation’s 
objectives and values 

Keep confidences 

Do what you say you will do to the best of your ability  

Be open about mistakes 

Speak of those that are absent only in a positive way 

Learning 

  

Work together and learn from each other  

Continuously improve and innovate 

Be open to change 

There is a high degree of responsibility for results – delivery without  excuses 



 Being flexible to respond to enquiries and to enable work requests to be dealt with promptly 

and professionally. 

 Maintaining confidentiality. 

INTERPERSONAL SKILLS                                                                                                      

The incumbent of this role is required to have very good written and verbal communication 

skills, and the ability to communicate with stakeholders / staff / customers in a professional and 

proficient manner. The Contracts Officer is also required to possess: 

 Strong negotiation skills. 

 Initiative, self-motivation and attention to detail. 

 Good verbal communication skills to communicate with clients, members of the public, 

and other employees, and enable the resolution of minor problems. 

 Good written communication skills to communicate with clients, members of the public, 

and other employees and enable the preparation of routine correspondence and reports. 

 Ability to gain cooperation and assistance from clients, the public and other employees in 

the administration of well-defined activities. 

INFORMATION TECHNOLOGY SKILLS                                                                                    

 Well-developed information technology, skills commensurate with the level of the position 

including the ability to use Council’s applications and systems to carry out the requirements 

of the role.  

CUSTOMER CARE               

Meet Council’s Customer Care expectations including: 

 Being honest, ethical and professional. 

 Being helpful and courteous. 

 Listening with respect and understand the customer’s issues. 

 Meeting commitments made. 

 Keeping the customer informed. 

 Ensuring that the customer clearly understands what is being said. 

 Apologising if a mistake is made and attempt to make it right, and 

 Assisting customers with physical, sensory or intellectual disabilities, to achieve equitable 

access to our services. 
 

OHS/RISK MANAGEMENT                                                    

Wodonga City Council is committed to the highest level of health and safety and to ensuring 

effective risk management across all areas of Council.  To contribute to upholding this 

commitment you must have the ability to (within your area of responsibility): 

 Understand and comply with Occupational Health and Safety (OH&S) and risk systems of 

management; 

 Proactively identify, assess, evaluate and monitor risks and hazards; 

 Participate in incident or claims investigation and assist with their prompt resolution; and 

 Champion safe work behaviours and risk management principles. 

 



EMERGENCY MANAGEMENT                                                                                                   

 As part of the responsibilities associated with this position, the Contracts Officer is expected, 

within reason, to assist Wodonga City Council in dealing with an emergency situation, should 

one arise, affecting the operation of Council and/or the wellbeing of the community. 

QUALIFICATIONS AND EXPERIENCE                                                                                       

 Relevant tertiary qualification and/or experience in a related field.  

 Understanding of legislation as it relates to the role. 

 Experience engaging staff in compliant procurement processes to ensure a culture of best 

practice  

LICENCES AND MANDATORY REQUIREMENTS                                                                             

 Current Drivers Licence 

 National Police Check (required to be supplied by the employee or prospective employee 

prior to commencement) 

 Victorian Working with Children Check (required to be supplied by the employee or 

prospective employee on commencement, and renewed as required) 

 

EQUAL OPPORTUNITY STATEMENT                             

 

Wodonga Council is an equal opportunity employer. We ensure fair, equitable and 

nondiscriminatory consideration is given to all applicants, regardless of age, sex, disability, 

marital status, pregnancy, sexual orientation, race, religious beliefs or other irrelevant factor. 

We recognise our proactive duty to ensure compliance with equal opportunity and other 

workplace-related legislation, and to eliminate all forms of discrimination. 

 

INHERENT ROLE REQUIREMENTS                                                                                           

Please refer to Attachment 2 for the inherent requirements of the job 

 

KEY SELECTION CRITERIA                                                                                                     

 

1. Relevant tertiary qualification and/or experience in a related field.  

2. The ability to educate, motivate, engage and influence staff in best practice procurement 

processes.  

3. Sound knowledge and experience in developing procurement policies and procedures.  

4. Sound knowledge of legislative requirements and appropriate standards with regard to 

local government procurement.  

5. The ability to identify and implement process improvement opportunities. 

 

 

 

 

___________________________               

Staff member signature                           

 

 



 

Attachment 1 
 

Personal competency framework 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Customer and Community Focus 
 Develop and maintain productive relationships 

 Effectively build rapport with internal and/or 
external customers 

 Use community and customer feedback to 
improve services and relationships 

 Continually strive to deliver the best services and 
outcomes for the resources available 

 Have a ‘can do’ attitude 

 Be friendly, co-operative & helpful 

 Respond promptly to customer enquiries 

 

Communication 
 Express ideas / thoughts clearly and concisely 

 Use language appropriate to audience 

 Actively listen 

 Give the person you’re with your full attention 

 

Show Initiative 
 Be a self-starter 

 Be proactive 

 Take productive action without being asked 

 Continually pursue improvement opportunities 

 Generate & develop new ideas and share them 

 Be willing to question the way things are to find 
solutions 

 Seek out best practice and learn from it 

 use different approaches to resolve 
issues/develop opportunities 

Quality of Work 
 Perform work to a high standard, complete 

within appropriate timeframes and undertake in 
an efficient manner 

• Develop and / or use systems to check 
accuracy and completeness (e.g. checklists, 
flowcharts) 

• Follow or establish procedures and/or processes 

• Thoroughly review own work 

 

Organisational skills and time management 
• Effectively coordinate priorities 
• Effectively manage resources and time 
• Be flexible and adaptable to changing 

circumstances 
• Have a ‘can do’ attitude 
• Be friendly, co-operative & helpful 

• Respond promptly to customer enquiries 

• Exceed customer expectations wherever 
possible 
 

Workplace Safety 
• Observe safe work methods and practices 
• Comply with OH&S policies & practices 

• Keep immediate work area clean and tidy 

(office based staff only 

 

Team Work 
 Actively encourage a supportive team culture 

 Encourage the sharing of information 

 Give and receive feedback openly and look for 
improvement opportunities 

 Take responsibility for team duties 

 

 

 

Customer and
community  
focus 

safety 

 
Team work 

Organisational 
skills and time 
management 

Show initiative 

Quality of 
work 

Communication 



Attachment 2 
 

Inherent Requirements of the Job 

 
Key 

Frequency % of work day / task 

Rare (R)  0-5% 

Occasional (O) 6-33% 

Frequent (F) 34-66% 

Constant (C) 67-100% 

 
Task Description Inherent requirements  Demand Frequency 

R O F C 

Tender and 
contract 
preparation and 
management 

Tender and contract 
preparation and 
management within 
appropriate 

legislation, including 
providing advice and 

training to other staff 
members on the 
processes 
 
 

 Liaison with staff of all 
levels, providing advice 
and assistance 

 Computer use 

 Phone use 
 Photocopier use 

 Use of multiple computer 
systems 

 Driving company vehicles 
rarely 

 Record management, 
including movement of 
archiving boxes 

 Report writing 
 

Sitting    X 

Standing  X   

Walking  X   

Lifting up to 20kg X    

Carrying up to 
20kg 

X    

Pushing X    

Pulling X    

Bending  X   

Twisting  X   

Squatting X    

Kneeling X    

Reaching  X   

Fine motor    X 

Neck postures    X 

Giving/accepting 
instructions 

  X  

Sustained 
concentration 

   X 



Decision making   X  

Intermediate 
problem solving 

  X  

Interaction with 
others 

  X  

Exposure to 
confrontation 

X    

Respond to change   X  

Prioritisation    X 

 

 
 


