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JOB AND PERSON SPECIFICATION 
 
 
Position:  Member Services Officer 
 
Reports To: Trust and Member Services Manager 
 
Award/Classification: SCHADS Level 2  

 
Employment Status: Permanent, full-time 
 
 
 
     
Kokatha Vision  

Kokatha’s vision is to improve the lives of Kokatha people.  
 
By building a strong economic base, the Kokatha group is providing long term independence for 
Kokatha people by providing employment, education and enterprises opportunities, career 
pathways and self-development for current and future generations. 
 
Kokatha People 
 
The Kokatha People are the Traditional Owners of a large area of land in the northern region of 
South Australia, estimated to extend over 140,000 square kilometres. Traditionally the Kokatha 
people have been associated with the land that is to the north of Port Augusta, stretching from Lake 
Torrens in the east to the Gawler Ranges in the West. This includes the land surrounding BHP’s 
Olympic Dam operation near Roxby Downs and the copper-gold project at Carrapateena. 
 
Kokatha Aboriginal Corporation (KAC) 
 
The Kokatha People decided to form the Kokatha Aboriginal Corporation (KAC) RNTBC in 2014 to be 
the Prescribed Body Corporate and to become the Registered Native Title Body Corporate for the 
determined areas pursuant to section 57(2) of the Native Title Act 1993 (Cth) and to hold on trust 
the native title rights and interests of the Common Law Holders. In 2021 KAC was appointed as the 
Recognised Aboriginal Representative Body (RARB) for its native title determination area under Part 
2B of the Aboriginal Heritage Act 1988 (SA). As per the KAC Rule Book, KAC exists to protect and 
manage the native title rights, cultural heritage, and interests of the Kokatha people to promote 
their social, economic and cultural wellbeing. 
 
Primary Purpose of the Position 

 
The Member Services Officer is the first point of contact for the Kokatha Aboriginal Corporation. This 
role works directly with current and prospective Kokatha Members and supports all elements of the 
membership and member services processes, including needs assessment, applications for assistance 
and trust distribution. 
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Job Description 
Member Services 

• Handle all enquiries for current and prospective members. 

• Perform all membership administration tasks including supporting KAC staff in relation to 
membership applications, notifications, and other correspondence. 

• Manage the KAC Member Register, including database maintenance and record keeping. 

• Support and develop Member Service initiatives that help Kokatha community members to 
benefit from KAC support and improve their livelihoods. 

• Provide professional receptionist duties, including answering and transferring calls and taking 
phone messages, filing paperwork, managing post, and email correspondence (on rotation). 

 
Trust Distribution 

• Assist Members with their enquires and requests for assistance, including the assessment of 
their needs and initial eligibility. 

• Support Members to prepare their applications in accordance with defined funding 
parameters and eligibility criteria. Developing and updating application forms and letter 
templates. 

• Liaise directly with suppliers and funding partners to obtain quotes, invoices and other details 
to support member applications. 

• Provide members with updates on their requests for assistance, including application 
outcomes. 

• Ensure accurate record management of applications including initial system input and 
maintenance of individual member applications.   

• Assist with financial administration tasks, including credit card payments, purchase orders and 
credit card reconciliations.   

 
Person Specification 

Essential: 

• Sound understanding of interests the needs and interests of the Kokatha people and community 

• Experience in general administration and/or customer service in a community services setting.  

• Excellent interpersonal skills with the ability to balance member demands with the restrictions 
of the assistance programs.   

• Strong verbal and written communication skills, with the ability to engage with a range of 
stakeholders, and to maintain high levels of confidentiality.    

• High level computer literacy, sound working knowledge of Microsoft Office software.    

 
Desirable: 

• Relevant qualifications in Business Administration or Community Services. 
 

Licences & Clearances: 

• Current valid driver’s licence (essential).        
• National police clearance and other clearances as required (essential). 


