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Position Description 
Chief Executive Officer 
 
About Council 
The City of Onkaparinga is South Australia’s largest metropolitan council with just over 10% of the state’s population, and is continuing to grow rapidly. We 
are a high performing; responsive, innovative organisation that meets our communities’ needs and strives to achieve excellence in all areas. We are an equal 
opportunity employer and employee people who share our passion for creating a better place to live and work. Our professional and friendly workplace 
offers a great working environment in which individuals are accountable and supported to continually develop to be the best they can be. 

 
Workplace Health Safety and Return to Work 
We are committed to a healthy safe work environment, including systems of work, plant, equipment and substance management that minimises the risk of 
injury or illness while at work. 
 
Equity and Diversity 
We aim to provide a workplace environment committed to the delivery of equity and diversity principles and procedures and other workplace regulations 
 
Our Values and Behaviours 
In the workplace organisational values support the culture of our organisation. They are the ‘glue’ that brings us all together to support our corporate goals 
 
 
  

 What will I do to make a difference today?    What will I be remembered for?  
 

 Why?       What can be done?      What do I need to know?  
 

 What impact will I have? 
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Summary 
 
 

Position title: Chief Executive Officer Reports to: Mayor and Elected Council 

Direct reports: 

 

Director Corporate & City Services, Director City Operations, Director Community Relations, Chief Financial Officer and Executive 
Assistant. 

 
Position Overview 
The Chief Executive Officer (CEO) is responsible to the Council for providing leadership in implementing Council strategies, policies and decisions, managing 
the various functions and activities of the City, overseeing finances, assets, human resources, communications and major projects. 

 
Prime Responsibilities 

• Ensuring that all Council policies and decisions are implemented and reasonable action is taken in a timely and effective manner to meet the statutory 
requirements of relevant legislation  and agreed policies of Council; 

• Ensuring that the Council’s human, physical and financial resources are effectively managed and services are provided efficiently and in a manner 
which meets customer needs and Council requirements; 

• Assisting and advising the Mayor/Councillors in developing initiatives for the community benefit; 
• Working effectively with the Mayor/Councillors to promote Council and its activities to the broader community in a positive manner; 
• Working closely with the Council and Senior Leadership Team to craft, communicate and implement the overall strategic and business plans for the 

organisation. 
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Key Result Areas 
1. Leadership and strategic planning; 
2. Human resource management; 
3. Financial, risk and asset management; 
4. Operations management and major projects; 
5. Stakeholder management, customer service and communication; 
6. Advice to and relationship with Council. 
7. Corporate strategies and effective change management programs are implemented 

 
1. Leadership and Strategic Planning 

• Performing the pivotal leadership role for the Council administration; 
• Working closely with Council to ensure strategic plans are prepared and implemented; 
• Effectively communicating the Council vision and strategy to all key stakeholders; 
• Being active and visible, modelling the stated core values of the organisation as its primary people leader; 
• Ensuring Annual Business Plans are completed and communicated on time; 
• Preparing long term asset management and financial management plan to ensure Council sustainability; 
• Effectively consulting community members and other key private and public stakeholders in the development of strategic and business plans; 
• Maintaining a continuous review of the Council’s progress in attaining the Objectives and Strategies of the Corporate Plan. 

 
2. Human Resource Management 

• Leading, developing, motivating and managing the human resources of the organisation; 
• Actively coach and develop leaders to build capacity and capability; 
• Regularly reviewing the organisational structure to ensure it is flexible and appropriate; 
• Ensuring recruitment is undertaken in line with contemporary and equal opportunity principles and practices; 
• Ensuring retention and attraction strategies are activated to position Council as an “employer of choice”; 
• Ensuring professional development and training opportunities, programs, records and policies are in place; 
• As the responsible Officer, taking reasonable steps to ensure Council completes with all its obligations under the Work, Health, Safety Act 2012 and 

associated legislation to ensure a safe and positive working environment; 
• Ensuring contemporary performance management procedures are in place and adhered to; 



 
 

Chief Executive Officer | 4 
 

• Regularly reviewing remuneration and conditions for senior management and ensuring they conduct 
similar reviews for their teams to increase retention rates; 

• Monitoring and proactively managing staff turnover; 
• Creating and maintaining a positive, constructive and productive staff culture; 
• Working closely with the Culture & People Department and other stakeholders to ensure a positive and productive industrial relations environment. 

 

3. Financial, Risk and Asset Management 
• Ensuring annual and long term financial plans are prepared, monitored and controlled; 
• Completing the annual budgeting process in close consultation with Council, the Finance Department and Senior Management Team; 
• Ensuring close monitoring and controlling of budgets following variance analysis to ensure sound fiscal management; 
• Ensuring Council is provided with timely and accurate financial reports to aid key decision making; 
• Ensuring the financial systems architecture, systems and processes are sound and that technology is effectively utilised; 
• Ensuring long term asset management plans are in place and closely monitored; 
• Ensuring strong and well researched business cases are prepared to support major projects; 
• Ensuring cash flow is monitored and controlled; 
• Ensuring the collection and security of revenues and efficient utilisation of Council funds and assets; 
• Ensuring all commercial activities of the Council have clearly defined financial goals (including rate of return on assets) are in line with stated 

community service obligations; 
• Ensuring the efficient and effective management and monitoring of the Council’s operating revenue and expenditure; 
• Maintaining, monitoring controlling, reporting and taking appropriate actions arising from the Risk Management Framework. 

 

4. Operations Management and Major Projects 
• Ensuring improved productivity and quality by regular reviewing existing policies, authorities, controls, workplace agreements, delegations and 

systems; 
• Proactively championing and developing a strong customer service focus for the organisation; 
• Ensuring all of the residents and visitors to the City Onkaparinga are treated as its customers and that their best interests are reasonably served at all 

times; 
• Providing an overview of the various operational areas of Council and reporting to Council and its committees on a regular and formal basis regarding 

the progress of the Council’s operations; 
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• Ensuring there is a process in place to capture, monitor and respond to customer satisfaction 
indicators; 

• Driving continuous improvement in overall project management e.g. waste management projects and other inter Council co-operation and resource 
sharing initiatives; 

• Stakeholder Management, Customer Service and Communication 
• ensuring major projects are completed in line with time and budgetary constraints and project status regularly monitored and communicated; 
• improving performance of the Council by proactively embracing  best practice and continuous improvement initiatives; 
• Enhancing the Council’s systems and technology consistent with the agreed strategic direction of the Council. 

 

5. Stakeholder Management, Customer Service and Communication 
• Liaising with community organisations, business groups and regional interests as necessary for the achievement of Council’s objectives; 
• Initiating and maintaining a responsive relationship with the media; 
• Providing input to any Commonwealth, State or Local Government initiatives affecting the City; 
• Building and maintaining effective relationships with local government authorities, the Local Government Association and other government 

authorities and agencies; 
• Ensuring community consultation programs are conducted, analysed and incorporated in the strategic planning process; 
• Representing the Council at appropriate events to maintain and enhance the Council’s public profile within the community and amongst stakeholders; 
• Ensuring Council activities and initiatives are appropriately promoted and communicated; 
• Addressing public meetings in a positive and effective manner having genuine regard for views and perspectives; 
• Establishing and maintaining quality relationships with local business leaders, educational institutions, community service providers, governmental 

agencies, individual residents and other customers; 
• Promptly and diligently responding to requests for service and advice from employees and community; 
• Proactively driving, modelling, facilitating and championing a strong culture of customer service with all Council stakeholders. 

 

6. Advice and Relationship with Council 
• Developing and maintaining a positive and collaborative working relationship with the Mayor/Councillors; 
• Ensuring a degree of satisfaction with Council members in relation to support, guidance, service quality and accuracy of information, 

recommendations and related matters provided by the CEO and Directors Group 
• Ensuring Council are provided with a suite of reports that indicate the status, success and effectiveness of all operations and major projects; 
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• Ensure that the Council’s statutory and governance obligations are met in a timely and effective 
manner; 

• Ensuring Elected Members are provided with appropriate induction, professional development opportunities and services; 
• Ensuring that effective communication and working relationships exist between the Councillors and the Administration, including attending meetings 

and regular and effective communication processes. 
 

Leadership and Management Capabilities 
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Selection Criteria 
 

 
Leadership & 

People 
Management 

 

 
• Demonstrated leadership managing a complex portfolio and a team with diverse skills and responsibilities across 

a number of technical disciplines, including strategy, assets and finance, in a manner that supports professional 
development. 

• Leading, motivating and developing people through the creation of a high performing, responsible and 
accountable culture. 

• Effective and strategic member of a diverse leadership team. 
• Communicating and influencing organisational safety culture within their department and the wider organisation. 
• Knowledge of contemporary management practices including the principles of delegation, performance 

management, succession planning, staff development and quality management. 
• Implementation of strategy including translation of strategy into tangible goals for Directors and their 

departments. 
 
 

 
Essential 

 
 

Essential 
 

Essential 
Essential 
Essential 

 
Essential 

 

 
Collaboration & 
Communication 

 

 
• Interpersonal style which is genuine, inclusive and encourages the development, cooperation and support of 

others and which emphasises and encourages a professional service delivery focus. 
• Proven ability to build positive purposeful relationships and consult, negotiate, communicate and genuinely 

engage with all levels of management and employees, government agencies, stakeholders and the community, 
both verbally and in writing. 

• Enables and encourages collaboration of the workforce across the department and wider organisation 
 

 
Essential 

 
Essential 

 
Essential 

 
Resource 

Management & 
Decision Making 

 

 
• Significant experience in the effective management of staff and resources by managing and ensuring compliance 

with human resources, document management, performance management, WHS, financial and procurement 
requirements in line with associated policies and procedures.  

 
Essential 
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Project 

Management 
 

 
• Highly developed project management skills which underpin the timely development of strategies, projects and 

programs and assist in cross functional collaboration. 

 
Essential 

 
Customer Service 

 

 
• A commitment to internal and external customers demonstrated through the provision of timely, reliable and 

expert advice on matters within the area of responsibility. 
 

 
Essential 

 
Continuous 

Improvement & 
Innovation 

 

 
• Proven ability to analyse operational systems and process to support continuous improvement and drive 

innovation. 
 

 
Essential 

 
Financial Skills & 

Acumen 
 

 
• Considers and responds to budgetary implications for the whole of department and positions the organisation to 

meet financial challenges 
• Strong fiscal management and commercial acumen. 

 

 
Essential 

 
Essential  

 
Qualifications 

 
• Tertiary and post graduate qualifications in management, business administration or relevant discipline. 

 

 
Essential 

 
Government 

 

 
• Demonstrated leadership experience in complex operating environment within Local Government, State 

Government or Federal Government agencies. 
 

 
Essential 
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Corporate Systems and Information Assets 
Manage projects and business activities to ensure that all corporate information and records are captured and managed in the appropriate corporate systems 
in accordance with the organisation’s corporate policies and procedures on information governance and records management (electronic and physical). 

 
Policy and Procedure 
Adhere to council policies, procedures, guidelines and standards, in particular, but not limited to, our Organisational Values and Code of Conduct for 
Employees, Procurement Policy, Whistleblower Protection Policy and the following procedures: Employment in Addition to Council, E-Communication, 
Management of Unsatisfactory Performance and Unacceptable Behaviour. 

 
Performance and Development Review Process 
The City of Onkaparinga is committed to a performance and development management process (My Plan). 
A well-functioning performance and development review process is a critical part of our organisation’s drive to attain and sustain organisational and 
individual excellence. This is a mandatory activity for every employee in the organisation to ensure that each individual is provided the best opportunity to 
succeed. In addition to performing your role in accordance with this job description, there are primary and secondary goals defined within the My Plan 
process which will be used to measure annual performance and delivery against expectations. 
 
This Position Description is only descriptive of the type of duties to be undertaken by you during your employment and you accept the organisation may 
require you to carry out any duties which are within your skills and competence. 
 
CEO Signature 
 
 

Date 

Mayor Signature 
 
 

Date 

 
  


