
 

 
 
 

 
 

 
 

Position  Administration Officer (Human Resources) (Part time)  

Closing Date  16 February 2021 

Salary    $65,554 per annum (pro rata) plus 10.5% superannuation 
   22.8 hours per week (0.6FTE) 
    
Queries                           Jillian Sargeant – Manager Human Resources  
 
The Town of Claremont is a boutique local government that was established in 1898 for the picturesque 
riverside suburbs of Claremont and Swanbourne.  It is a busy and forward focused local government 
with dedicated staff who are committed to making a difference at a local level. 

We are looking for an experienced administrator to join the Town’s Human Resources team. Key 
responsibilities of the position include:  

• Providing support for the recruitment process including drafting information packs and 
advertisements, registering job applications, short-listing candidates and reference checking. 

• Preparing and issuing employment contracts (template). 

• Providing induction meetings for new casual employees. 

• Processing approved training requests and update training register. 

• Auditing employee records and following up with staff as required. 

• Assisting with organisation of internal health and wellbeing initiatives. 

• Recording and filing all documentation as required in the Town’s Record Keeping Policy and 
Procedures. 

This opportunity suits applicants with extensive experience in an administrative based role. All candidates 
must have excellent time communication skills, be organised, reliable and be able to represent the Town 

positively at all times. They will also understand the importance of maintaining sensitive and confidential 
information.   

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

Applications close 16 February 2021 at 5pm.



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 


