Croydon Shire Council

Position Description

Position Title Tourism Officer
Department Tourism and Marketing
Award Queensland Local Government Industry Award — State 2017

Award Classification

Stream A — Section 1 - Administrative Services Level 3, from
$1,187.00 per week plus relevant allowances

Position Type Full time — 36.25hrs per week

Reports To Manager Tourism and Marketing

Position Objective

This position supports the Tourism & Marketing Department of Croydon Council to improve the
economy and reputation of Croydon through the maintenance, support and development of the
tourism industry in the Shire. Working in the True-Blue Visitor Information Centre and our tourist
attractions throughout the Shire you will provide an exceptional customer service experience for
visitors .

Duties and Responsibilities

1.
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Provide high quality customer service and accurate information to visitors on historical
sites, scenic areas, tourist attractions and visitor information within Croydon Shire and the
Gulf region in person or through other communication media.

Carry out the daily operation of the Croydon ‘True Blue’ Visitor Information Centre and
Heritage Precinct.

Promote local activities, facilities and events within the shire.

Assist with the management of tourism heritage related events, as directed including but
not limited to, the Croydon Heritage Festival.

Assist with the development of promotional material for advertising, within budget as
determined by Council, using all media including print, social, electronic and multimedia
resources.

Undertake general administration duties such as filing, preparation of correspondence,
preparation of promotional materials, reports and submissions.

Maintain records and statistical data associated with tourism, freedom camping, tour
numbers and all administrative records, including sales and receipting.

Maintain adequate stock of regional promotional materials (brochures, maps etc.).
Ensure the Visitor Information Centre and Heritage Buildings and their displays are kept
clean, tidy and in good working order.

Assist with the preparation of rosters for casual tourism customer service staff and
volunteers at the Visitor Centre.

. Provide administrative support to the Manager Tourism and Marketing.
12.

Assist in the development of a Croydon Shire Tourism and Marketing Strategy and the
development and promotion of tourism products identified in Council’s Corporate and
Operational Plans.
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13.
14.
15.

16.
17.

18.
19.

Ensure the integrity of information on Croydon Shire Council’s registered website and
social media platforms and advise the Manager when updates/changes are required.
Ensure all corporate documents created or received are registered into the corporate
record keeping system (Magiq) in accordance with approved policies and procedures.
Undertake projects, research and other such duties as directed.

Provide assistance within other areas of Council as directed.

Comply with Croydon Shire Council's Work Health and Safety Obligations and
Responsibilities Statement, policies, procedures, standards and work instructions in
carrying out your duties.

Comply with Council’s Code of Conduct.

Actively seek opportunities to implement change that will contribute to improve efficiency
and operations of Council.

Work Health and Safety

Comply with all work health and safety legislation, codes of practice, and Council policies,
procedures and guidelines. Use appropriate protective clothing and equipment.

Ensure risks are identified and controlled for tasks, projects and activities that pose a health and
safety risk within your area of responsibility.

General

Subject to prior approval by management, all employees should start no later than the
assigned time and preferably arrive at least five (5) minutes prior for the purpose of setting
up their work area.

All employees should notify their immediate supervisor within 30 minutes of their start time
in the event of an unplanned absence.

Tasks allocated to this position shall be performed to a high standard, in accordance with
procedural guidelines and timeframes, and with efficient and effective utilisation of
resources.

Establish and maintain effective professional relationships with Managers, Supervisors,
Employees and Contractors.

Maintain a positive team culture based on honesty, trust and integrity.

Duties shall be carried out in accordance with accepted industry standards, compliance
with various legislative requirements, standards and Council policies, procedures and
local laws.

The employee shall show a spirit of cooperation towards their supervisor/s, other
employees and the achievement of Council’'s aims and objectives.

It is a requirement that all Council employees maintain a current manual “C” class driver’s
licence at all times where driving forms part of regular work activities.

Foster and maintain strong public relations with Council’s ratepayers, customers and other
bodies directly or indirectly associated with Council.

Provide consistent and excellent customer service to all stakeholders.

Governance

Ensure best-practice and compliant Records Management system is adhered to for the
secure protection of Corporate Records.

Contribute to policy, procedure, guideline development across Council ensuring each is
up to date.
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Qualifications / Skills / Experience — Social Media, Photography and

Videography

1. A genuine desire to be involved in tourism and the promotion of Croydon Shire.

2. High level of customer service skills.

3. High level of verbal and written communication skills and ability to effectively deal with a
broad range of customers.

4. Competency with social media platforms plus photography/videography skills is highly
regarded.

5. Competency with Canva (or other design software) is highly regarded.

6. Be self-motivated and have excellent time management, planning and organisational
skills.

7. Ability to work under limited direction and supervision and maintain a friendly and helpful
work attitude.

8. Broad knowledge of the local area and surrounding regions or ability and interest to learn.

9. High level of computer skills within the Microsoft Office 365 package.

10. Qualification in Tourism, Marketing and Promotion, Event Management or Business

Administration (highly regarded).

Key Performance Indicators (KPI’s)

Demonstrated ability to interact with tourists and customers.

Allocated tasks and responsibilities are completed consistently within agreed
timeframes.

Work is performed to a high standard with attention to detail.

Ability to assist with planning and delivery of events.

Compliant Records Management is adhered to for the secure protection of Corporate
Records.

Compliance with Croydon Shire Council’'s Work Health and Safety Management System,
including policies, procedures, standards and work instruction.

Compliance with Croydon Shire Council’s Code of Conduct.

Contribution to the efficient and productive operation of the Local Government
Organisation.

Selection Criteria
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Qualifications and experience in a discipline relevant to the position.

Demonstrated knowledge and understanding of the tourism industry and desire to be
involved in tourism and the promotion of Croydon Shire.

High level of interpersonal and communication skills with a strong customer service
focus.

Holder of an LR licence (manual) and drivers authorisation (or ability to obtain one)
highly regarded.

Experience as a tour guide, highly regarded.

Experience working with historical archives and genealogical records, desirable.

High level of computer skills within the Microsoft Office 365 package.

Tourism, Marketing and Promotion, Event Management or Business Administration
(highly regarded).
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Certification

Employee Name:

Employee Signature Date / /

Chief Executive Officer:

Chief Executive Officer Signature Date / /
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	Ensure risks are identified and controlled for tasks, projects and activities that pose a health and safety risk within your area of responsibility.

