
 

 

 
 
 

 
 

 
 

Position  Customer Relations and Records Officer     

Closing Date  26 February 2021  

Salary  $65,554 plus 10.5% superannuation  
Eligible for Rostered Day Off 
 

Queries                         Jillian Sargeant – HR Advisor 
 
The Town of Claremont is a small boutique local government located in the picturesque western suburbs 
of Perth with vibrant shopping precincts in Claremont and Swanbourne.  It is a busy and forward focused 
local government. 

The Town is looking for a experienced and motivated full time customer relations and records officer to 
join our small but busy team. As a ‘first point of contact’, this position provides excellent customer 
service to ratepayers and visitors to the Town.   Assistance is provided in person, electronically and over 
the phone and in accordance with the Town’s Customer Experience Charter.  The position is required to 
log all enquiries through a Customer Request Management System in a prompt and timely manner.  

Other key duties of this role include: 

1. Directing enquiries to relevant Town employees to ensure and maintain customer service 
standards. 

2. Processing payments, bond applications and refunds in line with Town policies. 
3. Mail processing and distribution. 
4. Creation of electronic files in RM8 including applying security settings. 
5. Assisting with destruction of records in accordance with the Town’s Record Keeping Plan. 
6. Maintain indexes for vital records in conjunction with business units. 
7. Assisting with Freedom of Information requests by gathering and collating records. 
8. Providing assistance to Town employees with regards to record processes and use of RM8. 
9. Assist the Coordinator in maintaining all procedures for Customer Relations and Records 

functions. 

The Town is an equal opportunity employer that values a diverse workplace. We encourage people of 
all ages, genders, culturally diverse backgrounds and those with a disability to apply. 

Applications close 26 February 2021 
 
 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 


