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About the Shire of Irwin 
 

Located on the Batavia coast 360km north of Perth the Shire of Irwin is a brilliant blend of coastal 

and rural, new and old mixed with a blend of lifestyle and employment opportunities.  

 

Originally formed in 1871, the Irwin Roads Board stretched to the South Australian border and 

covered 89,000 square miles (230,509km2). The Shire currently covers 2,223 km2 of land situated 

on the doorstep of the mid-west wildflower region. When the warmth of spring arrives 

(particularly after a wet winter) the landscape turns into a mass of colour attracting tourists from 

all over Australia.  

 

The Shire is within the Irwin River catchment area with the twin townsites of Dongara and Port 

Denison located on either side of the river mouth. The landscape predominantly consists of 

coastal sands and dunes giving way to rolling broad acre cropping.  

 

The blend of coastal and rural environments supports agricultural and fishing, on and offshore 

oil and gas and mineral sands industries. South beach, a wide, white sand beach stretching to 

the horizon, provides a summer playground for residents and visitors alike. 

VISION 

 

A safe place to live, an exciting place to visit and a progressive place to work.  

 

MISSION 

 

Delivering excellence in service, driving growth and building strong relationships – we are open 

for business. 

 

 

 

  



 

 

CLIMATE 

During the summer months, the mornings are perfect to head down the beach before the 

afternoon sea breeze comes in. The average maximum temperature for summer is between 

34-37 degrees. 

During the autumn and winter months, the wind drops off and the temperatures are mild. 

Rainfall occurs mostly during winter, yet rainy days are few and far between. 

Spring days are perfect, especially for the events that happen during this time. 

 
 

HISTORY 

Nestled on Arunine Bay are the historical twin towns of Port Denison and Dongara, the coastal 

contact for the Shire of Irwin. In 1839, an expedition led by George Grey left the Swan River 

Colony by ship, bound for the area north of the Murchison River. His boats and supplies 

destroyed in a cyclone, his only alternative was a gruelling 700km trek south to the 

colony. Captain Grey and his party thus became the first Europeans to traverse the Irwin District 

and note the extent of the lush pastoral country in the Irwin Basin. 

The Aboriginal people of this region (the Wattandee) saw the first permanent European 

settlement of Irwin in 1850. In 1852, a townsite was surveyed and named "Dhungarra" - a name 

given to the area by local tribal natives to indicate a "meeting place of seals". From this time 

on, the area gradually became settled. This progress was understandably slow because of the 

distances involved and the slowness of available means of transport. Unknown dangers played 

their part in hindering settlement as in the case of the sailing ship "Leander". In 1853, she struck 

the reef which now bears her name. Commander, Captain Johnson, managed to run in and 

beach her on the then uninhabited coast. The Captain and crew managed to reach Mr 

Burges' property on the Upper Irwin. By 1866, the small settlement was beginning to flex its 

community muscle and a jetty was built at Port Irwin; at the same time, an Inn was built, which 

is still in use today. 

Finally, in 1871, the Irwin Road Board was formed. It stretched to the South Australian border 

and covered 89,000 square miles. In its early years, meetings were held in the Courthouse which 

was built around the same time, along with a School and Police Station. This progress continued 

as surely as the gradual growth of the majestic trees lining the main street. 

 

 



 

 

Advertisement 
 

Executive Manager Corporate and Community 

Sea change opportunity for someone looking to progress their career and join the Shire of 

Irwin in a key leadership role 

• Beautiful coastal location with contribution towards accommodation allowance 

• Part of the Executive Management Team, reporting to the CEO 

• Be part of reshaping the Shire’s future 
 

THE SHIRE 

Located on the Batavia coast 360km north of Perth, the Shire of Irwin is a brilliant blend of 

coastal and rural environments. Its beautiful white sandy beach provides a summer playground 

for residents and visitors alike, and at just three and a half hours from Perth and 45 minutes from 

Geraldton, it is an enviable place to live and work. The Shire is looking to appoint a commercial 

and process-driven leader into the newly reclassified position of Executive Manager Corporate 

and Community for a three-to-five year contract. 

THE ROLE 

The Executive Manager Corporate and Community will report directly to the CEO and provide 

visionary leadership of the Corporate and Community Services Department. Leading a 

professional team, your key objective is to achieve the provision of high-quality corporate 

support to Council in the areas of financial services, information communication and 

technology, customer services, records management and community services. Importantly, 

the Executive Manager will leverage the Shire’s strengths and economic opportunities to 

attract investment and position the Shire as a destination of choice. 

REQUIREMENTS 

If you have a proven track record of business improvement and achieving success at 

management level, we would be interested in hearing from you. A relevant tertiary 

qualification, sound knowledge of small business and commercial principles, and experience 

in the development and expansion of business opportunities will also be highly regarded.  

THE PACKAGE 

In return you will receive a competitive remuneration package of $130,000 to $150,000 plus 

superannuation, company vehicle and contribution towards accommodation allowance. As 

well as the prospect of joining the Shire at this pivotal time, you will work closely with the CEO 

to strategise economic development and seize opportunities for growth for the Shire.  

To apply please click the Apply Now button or visit www.beilbydt.com.au quoting reference 

438562, and provide: 

• A comprehensive resume; and  

• A covering letter of no more than two pages, outlining your interest in the position and 

addressing the first four Essential Selection Criteria (please refer to the Application 

Pack) 

Download an Application Pack by clicking or copying and pasting this link in your browser: 

https://beilbydt.com.au/application-packs 

For initial enquiries, or for any assistance you may need in making your application, please 

contact Emily Bulloch for a confidential discussion on 08 9323 8801 or 

ebulloch@beilbydt.com.au. 

It is anticipated applications will close at 4pm AWST on Friday 14 January 2022.   

https://aus01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fbeilbydt.com.au%2Fapplication-packs&data=04%7C01%7Cebulloch%40beilbydt.com.au%7C4ea1091b410f42e1793108d92b247265%7C6a7c51a080b842aaaad0b81e350ce06c%7C0%7C0%7C637588257806690573%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=61bzj731gKsfhgYxTDPO19b9kWXr41Ky6cxEWQPpPx0%3D&reserved=0
mailto:ebulloch@beilbydt.com.au


 

 

 

Position Description 
 

1. JOB SPECIFICATIONS 

 

Position Title Executive Manager Corporate and Community 

Tenure Contract – 3 to 5 Years 

Location Shire of Irwin Administration, 13-15 Waldeck Street, Dongara 

Salary Negotiated 

2. ORGANISATIONAL CONTEXT 

Department Office of the Chief Executive Officer 

Reporting to Chief Executive Officer 

Supervises 
Manager Financial Services 

Senior Finance Officer 

IT and Records Officer 

Customer Services Officers 

Community Development Officer 

Recreational Services 

Internal 

Liaison 

Chief Executive Officer  

Executive Manager Infrastructure and Development 

Managers and Coordinators  

Support Officers  

Employees 

External 

Liaison 
 

Local, State and Federal Government Departments 

WA Local Government Association  

Private Sector Organisations  

Auditors 

Ratepayers and the general public 

Community and commercial event organisers  

Consultants and industry professionals 

Local governments  

Extent of 

Authority 

In accordance with Council Policy and sub-delegation from Chief Executive Officer 

Senior Officer – Local Government Act 1995, S5.37 

Any other item as outlined in sub-delegation from Chief Executive Officer. 

3. POSITION OBJECTIVES 

To provide visionary and effective leadership of the Corporate and Community Services 

department. The Executive Manager Corporate and Community will lead a professional team to 

achieve the provision of high-quality corporate support to Council in the areas of financial 

services, information communication and technology, customer services, records management 

and community services. The Executive Manager Corporate and Community will ensure these 

services are provided within budget and comply with relevant statutory obligations, regulations, 

codes, guidelines and Council policies and organisational directives. 

  



 

 

 

4. KEY RESPONSIBILITIES  

► Corporate 

▪ Assist the Chief Executive Officer and Council in developing and attaining the 

strategic objectives of the Shire of Irwin. 

▪ To provide quality advice to Council, Chief Executive Officer and staff within the Shire 

of Irwin. 

▪ To manage the administrative, financial, corporate services and community services 

departments of the Shire of Irwin in an effective, efficient, and accountable manner 

adhering to statutory governance. 

▪ To effectively and efficiently manage the finances of Council in an accountable 

manner including the timely and accurate preparation of strategic (future) and 

Corporate (business) Plans, Budgets, Annual Statements, information returns and any 

other statutory requirements. 

▪ To promote and model the Shire’s professional and ethical behaviour. 

▪ Guide and support officers to achieve departmental outcomes. 

▪ Prepare the Council’s Corporate Business Plan and support the Integrated Planning 

and Reporting Framework and associated requirements. 

▪ Develop and manage the Internal Audit Function. 

▪ Develop and support the organization’s corporate Risk Management System. 

▪ Facilitate and/or develop integrated business systems that will support effective 

operations and service provision across the organisation. 

▪ Undertake and implement appropriate strategic planning and policy development 

within the areas of responsibility with the successful engagement of stakeholders. 

▪ Maintain an effective level of working knowledge of relevant legislation and 

regulations and apply accordingly to the department and Council. 

► Finance 

▪ Comply with Legislative and Council policy requirements in developing and 

maintaining Council’s financial systems. 

▪ Ensure the development and maintenance of the Long Term Financial Plan, ensuring 

financial sustainability. 

▪ Preparation of annual budgets, statements of accounts and other financial statement 

in accordance with Australian Accounting Standards and Legislation. 

▪ Management reporting and monitoring of Council’s performance to budgets – 

ensuring adherence to budgets and advising CEO of significant variations. 

▪ Identify opportunities for funding and co-ordinate the preparation of submissions and 

applications to maximize grants or new funding. 

▪ Ensure all relevant statutory requirements are achieved on time and as required. 

▪ To manage, develop and implement strategies to ensure equitable rats and charges 

are implemented. 

▪ Lead the development and ongoing review of the long-term sustainability of Council’s 

financial and business capacities. 

▪ Lead the development of the Council’s Annual Report; Borrowing (Debt), Capital 

Works and Plant Renewal Strategies. 

▪ Ensure all asset management strategy and plans are integrated within the Shire’s 

financial systems and meet all legislated reporting requirements. 

 



 

 

▪ • Contribute to the Executive Team and overall direction of Council including 

presentations at Council and Committee meetings. 

► Policy and Risk  

▪ Manage the risk profile for the organisation in relation to finance, procurement, 

contractual arrangements, conflict of interest, governance, OHS and other relevant 

areas. 

▪ Ensure Council’s Risk Management policy, program and the application of sound risk 

management practices within the workplace and community are observed and 

complied with at all times.  

▪ Minimize damage or loss of property in your control and report any damage, loss or 

exposures observed.  

▪ Ensure Council Policies are relevant and current. 

► Community 

▪ Oversee the effective service delivery of Community Services including Recreation 

Centre, Customer Service and Libraries.  

▪ Provide direction to improve customer outcomes.  

▪ Keep abreast of contemporary practice in the field of community services and 

implement improvements in keeping with local needs and priorities. 

► Information, Communication and Technology 

▪ Review and maintain an up to date knowledge of the Council’s needs in the area of 

ICT in general and in particular in relation to Councils PC network and applications 

software. 

▪ Ensure security and continuity of Council information systems in maximizing 

productivity. 

▪ Ensure the Council’s ICT Framework provides a high level of effective management of 

data, information and technology and provide adequate controls, security and 

functionality to support the deliverables of the corporate objectives. 

▪ Facilitate the development and implementation of the ICT strategy and supporting 

plans and documentation i.e. Business Continuity Plan, CAPEX and budgets. 

► Administration 

▪ Provide leadership, support and guidance to all staff within the Department. 

▪ To maximize the utilization of the resources – financial, human and technological. 

▪ Ensure staff within the Department have access to the information, resources (within 

budget) and support to perform the requirements of the positions effectively and 

efficiently. 

▪ Implementation and application of responsive and flexible work practices in the 

department. 

▪ Provide support and guidance to Senior Officers and team members as appropriate. 

▪ Encourage and support the professional development of staff within the Department. 

▪ Ensure all annual Performance Management Plans for the Directorate are undertaken 

with KPI’s 

▪ Foster and demonstrate a culture of continuous improvement. 

  



 

 

 

► Records Managements 

▪ Ensure efficient and effective customer services and records management processes 

are adopted across the Shire. 

▪ Lead the review and ongoing implementation of the Record Keeping Plan. 

► People 

▪ Provide leadership, influence and motivate a diverse team, resolving problems and 

organising priorities. 

▪ Lead the staff of the Corporate and Community Services Directorate so that their 

performance is professional; their work is accurate and in accordance with accepted 

accounting practice. 

▪ Develop, implement, monitor and review performance indicators and quality 

assurances processes. 

▪ Establish a performance culture and leading by example ensuring that there is a 

culture of teamwork and cooperation between members of the team and the 

broader organisation. 

▪ Develop and promote both a strong customer and high quality service orientation 

within the team. 

▪ Works to create a great team environment through effective team communication 

and relationship building skills. 

► Quality 

▪ Develop an in-depth understanding and knowledge of the organisational structure to 

enable identification of synergies and impacts that may cross departments and the 

informing strategies. 

▪ Comply with relevant legislation regarding documentation and record keeping. 

 

5. CORPORATE ACCOUNTABILITIES 

This position is authorised to/responsible for:  

▪ Implementing programs and ensuring the provision of services under the CEO’s control 

in accordance with Council's requirements, and within all relevant Acts and 

Legislation.  

▪ Carrying out a full range of delegations, as determined by the Chief Executive Officer, 

in the proper management of the department and its functions.  

▪ Managing staff and administering the affairs of the department within organisational 

policies and procedures, and the direction of the Chief Executive Officer.  

► Values 

▪ Creates and maintains a positive working environment while upholding the Shire’s values 

of: 

 

 

 

 

 

► Policies and Procedures 

▪ Promote and model professional and ethical behaviour aligned to the Employee Code 

of Conduct and adhere to Work, Health and Safety practices including the Shire of Irwin’s 

Policies and Procedures.   



 

 

 

6. SELECTION CRITERIA 

► Qualifications, skills and experience 

Essential 

▪ Tertiary qualifications or substantial job-related experience in economics, business or a 

related field, including sound knowledge of small business and commercial principles 

and experience in the development and expansion of business opportunities; ideally 

complemented by a post graduate qualification in project management or urban and 

regional development. 

▪ Excellent communication and public relations skills with the ability influence and to work 

with diverse individuals and groups to positively negotiate and influence a broad range 

of people including the ability to quickly identify key stakeholders and drivers in both the 

public and private sector.  

▪ Strong research and analytical skills ability to work through complex matters and ability 

to think laterally to monitor and critically reflect on outcomes and report in funding 

management, acquittals and reports.  

▪ Proven understanding of business and commercial procedures and practices including 

experience in project management and procurement.  

▪ Demonstrated high standard of integrity, probity, and discretion.  

Desirable 

▪ Post graduate qualification in a finance (CPA or equivalent) or general management 

related discipline is highly desirable. 

▪ Demonstrated experience in a similar position with knowledge of local government 

structures, functions, legislation and procedures, and in particular the application of the 

Local Government Act 1995, and its associated regulations; 

▪ Previous experience working with the tourism and/or marketing industry.  

▪ Sound understanding of funding sources for economic/business opportunities  

Mandatory 

▪ Right to Work in Australia  

(provision of an Australian Birth Certificate, Australian Passport, Australian Citizenship or 

Valid Visa with permission to work). 

▪ National Police Clearance 

(less than six months old) 

▪ Current unrestricted Western Australia Drivers’ Licence  

(or the ability transfer to a Western Australian unrestricted C Class Licence) 

▪ Pre Employment Medical Assessment 

▪ Working with Children Check 

 

 

 

 

 

  



 

 

Applicant Notes 

These notes are provided to assist you in the preparation of your application and to help the 

selection panel evaluate your application. 

APPLICATION: 

Your application should include: 

 

• A comprehensive resume; and  

• A covering letter of no more than two pages, outlining your interest in the position and 

addressing the first four Essential Selection Criteria (on the previous page) 

 

It is essential that the information you provide is clear, concise and relevant, so that the 

selection panel can readily assess your claim for the position.   

 

Initially based on written applications, candidates who demonstrate that they meet the 

selection criteria for the position and, relative to other candidates, appear to be competitive, 

will be considered for interview. 

LODGEMENT OF APPLICATION: 

Applications should be made online at www.beilbydt.com.au quoting job reference 438562. 

It is anticipated applications will close at 4pm AWST on Friday 14 January 2022.  

REFEREES: 

Applicants should provide the names and contact details of at least two current referees in 

their application. This will include two managers or suitably senior colleagues that can 

comment on work outcomes, competencies and behaviours that are relevant to this position.  

INTERVIEWS 

Interviews will be conducted by a recruitment panel and will be held at Beilby Downing Teal’s 

West Perth offices.  

Shortlisted applicants may be required to complete psychometric testing and/or Digital 

Interview in addition to reference checking and may partake in a second interview and/or site 

visit to the Shire of Irwin.  

  

http://www.beilbydt.com.au/


 

 

BACKGROUND CHECKS: 

Third party background checks will be undertaken for the preferred applicant – this includes 

qualification, police clearance, identity and employment history verifications. 

PRE-EMPLOYMENT MEDICAL 

The preferred applicant will be required to undertake a pre-employment medical to ascertain 

if they are fit and can safely perform the inherent requirements of the role. 

EQUAL OPPORTUNITY: 

The Shire of Irwin maintains an equal opportunity policy in assessing all applications for any 

advertised position and provides a smoke free work environment. 

FURTHER ENQUIRIES 

For further information about the role please contact Emily Bulloch, Senior Consultant – Beilby 

Downing Teal on 08 9323 8801 or ebulloch@beilbydt.com.au.  

 
 
 
 

mailto:ebulloch@beilbydt.com.au

