
 WRECK BAY ABORIGINAL COMMUNITY COUNCIL 
 

 
Phone: (02) 4442 1195 5 Bunaan Close 

Fax: (02) 4442 1189 Wreck Bay Village 

ABN:- 

625647 

97956       

 JERVIS BAY 2540 

 

 

 
POSITION TITLE: BUSINESS MANAGER 
 
Position Status:  Affirmative Measures 

Non ongoing full-time for three (3) years. Probation Period: six (6) months. 
 
Salary Level:   An attractive salary package will be negotiated with the successful applicant, in line with 
the skills and experience and the conditions of the Australian Government Industry Award 2016. 
 
Responsible to:  Chief Executive Officer 
 
Primary Objective:  Responsible for high level support and assistance to the CEO and the reporting and 
service delivery performance and managing associated agreements and standardising operating procedures .   
 
 
Key Accountabilities: 
 

1. Leading, supervising, managing and developing Council staff to achieve high quality services that are 
delivered in line with the strategic direction determined by the CEO and Council.  
 

2. Act as the main point of contact for service delivery, performance matters and resolving operational 
issues.  
 

3. Monitor the performance of senior staff including the delivery of key performance indicators and 
outcomes. 
 

4. Ensure Council’s Corporate and Community Plans are delivered in accordance with budget 
requirements. 

 
5. Provide advice and direction to senior staff and where appropriate, communicate and represent the 

Council as required.  
 

6. Establish and maintain a close professional partnership with the CEO and provide regular reporting 
updates on relevant portfolios.  

 



7. Effectively liaise with internal and external stakeholders, directors, community members and 
government officials as required. 

 
8. Prepare submissions, reports and high-level correspondence for external stakeholders including the 

Federal Government. 
  

9. Act in a secretariat role to the Wreck Bay Aboriginal Community Council Board of directors. 
 

10. Prepare all relevant correspondence associated with Board Meetings for final approval by the CEO.  
 

11. Attend Board Meetings and act in the capacity of Minute Taker.  
 

12. Attend and represent the organisation at Committee Meetings and other meetings as required.   
 

13. Maintain and promote a high level of ethical conduct aligning with the Council’s code of conduct to 
professionally represent the Council. 

 
14. Assist the CEO in the evaluation and management of resources within laws, regulations and policies that 

address strategic, operational, and legislative compliance risks. 
 

15. Oversee and manage opportunities for grants and prepare grant submissions for Council; prepare 
performance reports and acquittals for grant funding. 
 

16. Establish and maintain technology systems and platforms including but not limited to maintenance of 
SharePoint. 
 

17. Contribute to, and drive organizational strategic and operational planning, monitoring and reporting and 
embed a culture of continuous improvement.  
 

18. Identify and coordinate tendering for new services and negotiate contracts for those services on behalf 
of Wreck Bay Aboriginal Community Council.  
 

19. Provide professional management and oversight of contract services teams including contracted works, 
cultural heritage activities, ranger teams, business development and overall project management 
systems.  

 
20. Provide excellent customer service and actively work to solve customer problems. 

 
21. Other duties as reasonably directed by the CEO. 

 
Essential Selection Criteria: 

1. Demonstrated ability to lead, manage, develop and mentor staff in a dynamic environment.  

2. Demonstrated excellent oral and written communication skills with the ability to consult and 
negotiate sensitively and effectively with Indigenous and non- Indigenous people.  

3. Demonstrated ability to establish and maintain technological platforms and systems. 



4. Sound knowledge in governance, corporate strategic planning, resource management and knowledge 
of the statutory, legal and contractual obligations of Local Government; particularly relating to the 
Aboriginal Land and Seas (Jervis Bay Territory) Act 1986; together with the Public Governance, 
Performance and Accountability Act 2013. 

5. Relevant tertiary qualifications appropriate to the role; in management or related discipline or prior 
learning, experience, education and / or training which is equivalent to a relevant qualification.  

6. Demonstrated high level communication and interpersonal skills and awareness of issues affecting 
Indigenous people to ensure effective participation in a cross–cultural environment.   

7. Demonstrated experience in the preparation of reports and papers for Board meetings and taking and 
presenting of meeting minutes. 

Reporting Structure: 
 
This position reports to the CEO, Wreck Bay Aboriginal Community Council, but will be required to liaise with 
Council stakeholders, Council Board Directors as well as State, Territory and Federal Government agencies.  
 
Application Requirements: 
 
For the Selection panel to consider your application you need to demonstrate how you meet the requirements 
of the position by addressing the ‘Essential Selection Criteria’ contained within a detailed cover letter along 
with current Resume/CV. 
 
To apply, please email your application to hr@wbacc.gov.au no later than COB 30 June 2026.  

 

The preferred applicant will be required to undergo a Criminal History Check, Bankruptcy Search and obtain a 

‘Working with Children’ clearance; together with providing contact details  of the two most recent employers.  A 
pre-employment medical may be required. 

 
 


