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POSITION: Land and Sea Management Unit (LSMU) Administration Assistant (s.51) 

LOCATION: Broome, Kimberley (Western Australia) 

TYPE: Full-time 

CLASSIFICATION: KLC Level 2.0 – 2.3 

REPORTS TO: LSMU Business Manager 

SUPERVISES: Nil 

 
 

ABOUT THE KIMBERLEY LAND COUNCIL 

Covering the Kimberley region of northern Western Australia, the Kimberley Land Council (KLC) 
commenced in 1978 and was formed by Kimberley Aboriginal people as a political land rights organisation.  
It has become the peak Indigenous body in the Kimberley, working with Aboriginal people to secure native 
title recognition, conduct conservation and land management activities and develop cultural business 
enterprises.  www.klc.org.au 

OUR VISION 

The Kimberley Land Council is a community organisation working for and with Kimberley Aboriginal 
people to get back country, look after country and to get control of the future. 

OUR VALUES 

• Respect for our law and culture 

• Respect for our elders and stakeholders 

• Fair and transparent decision making 

• Effective and open communication 

• Working in partnership 

• Trust and loyalty 

• Justice and equality for Indigenous people 

• Cultural diversity 

POSITION SUMMARY 

Under the direction of the Carbon, Fire & LSMU Administration Officer (CFLAO) and the Business 
Manager, the LSMU Administration Assistant provides administrative functions to the LSMU team. The 
position works closely with the LSMU team in Broome and Ranger Groups to ensure that the day to day 
operational services is delivered. 

This role will have the opportunity to support specific programs if interested: in safety, training or 
compliance, but will be required to provide consistent administration support which is the focus of the 
role. 

LOCATION AND DELIVERY 

This position operates out of Broome KLC office. 

KEY RESPONSIBILITIES 

http://www.klc.org.au/
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Duties 

• Liaise with the CFLAO & Business Manager to carry out administrative processing services 
including; 

• Purchase orders Arranging Meetings, Travel and Accommodation bookings 

• Processing casual timesheets and reimbursement forms, inclusive of collating ERF’s 
(expenditure requisition forms) for payments in accordance with KLC policies and 
procedures 

• Participate in KLC Regional Teams Planning & Activities – providing logistical support and 
leadership with organisation for these events. 

• In collaboration with the Business Manager review and maintain; 

• LSMU Assets register, ensuring that all information provided by Ranger Groups/Ranger 
Delivery Managers/Ranger Coordinators are current and up to date 

• Provide support to ranger staff on a weekly basis 

• Maintain vehicle booking system within the LSMU team, ensuring staff plan and book 
vehicles with you as the first point of contact 

• Payment processes, provide recommendations as part of the administration team to 
ensure remote staff are well supported. 

 
Occupational Safety and Health 

• Maintain a safe workspace and actively contribute to the health and safety of the workplace by 
adhering to all health and safety policies and procedures. 

 
Compliance 

• Comply with all internal KLC policies and procedures and ensure the team’s adherence. 

• Demonstrate an awareness and commitment to the KLC Vision and its Values. 

SKILLS, QUALIFICATIONS AND EXPERIENCE (SELECTION CRITERIA) 

1. Experience in administration or office procedures. 
2. Ability to work both independently and as a part of a team. 
3. Possess excellent verbal and written communication skills for a range of audiences and to 

communicate sensitively and effectively with a range of audiences; 
4. Organisational skills, time management skills and the ability to prioritise and broker solutions to 

complex problems; and  
5. Knowledge of Microsoft Office software applications and familiarity with standard software and 

financial operating systems;  
6. Ability to work as part of a dynamic and dedicated team, as well as autonomously. 
7. Attention to detail and presentation. 

 
Desirable: 

• Current Western Australian driver’s license. 
 
The above position shall only be open to Aboriginal or Torres Strait Islander applicants. The filling of this 
position is intended to constitute a special/equal opportunity measure under Section 51 of the Equal 
Opportunity Act 1984 (WA). 
 
Please note that it is essential your application addresses each of the selection criteria by providing 
information about your qualifications, experience and skills as they relate to each one. 
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PERFORMANCE GOALS 

As identified in Individual Performance Plan (IPP). 

 

FURTHER INFORMATION 

The Land and Sea Management Unit (LSMU)  
The KLC Land and Sea Management Unit is working with Traditional Owners (TO) to look after, manage 
and take control of their traditional country. The LSMU works in partnership with community 
organisations, industry and government, and currently manages over 30 project and admin staff, 60 
waged Aboriginal Rangers and hundreds of casual staff across the Kimberly region. LSMU projects include 
on ground conservation projects, cultural heritage site management, recording traditional knowledge and 
planning for country. The LSMU’s activities are a positive way for Kimberley traditional owners to meet 
their cultural responsibilities and aspirations for managing traditional homelands, protecting and passing 
knowledge and law onto future generations and creating a sustainable and culturally appropriate 
economy across Aboriginal lands. Most groups that the LSMU works with have “Healthy Country Plans”, 
developed by local TOs to set the strategic direction for land and sea management over their country for 
the long term. The realisation of these plans happens through the two main facets of the LSMU; Ranger 
groups and Indigenous Protected Areas.  

 


