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Kokatha Aboriginal Corporation RNTBC 
ABN: 17 649 502 722 ICN: 8093 

 
 
 
 

POSITION DESCRIPTION 
  

Position: Heritage Services Coordinator - Heritage Operations  
Reports To: General Manager - Operations  
Works Closely With: Senior Cultural Heritage Manager  
Location: Port Augusta 
Award/Classification: SCHADS Level 4 Pay Point 3  
Employment Status: 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 providig 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) 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. 

Position Purpose 

The Heritage Services Coordinator provides high-level administrative, operational and project 
coordination support to the Heritage team, ensuring the efficient delivery of heritage services and 
activities. The role coordinates stakeholder engagement, reporting, records management, logistics, 
financial administration and project documentation, while supporting the planning and delivery of 
heritage programs and projects.  

 

 

https://register.oric.gov.au/Document.aspx?documentID=944214&concernID=3797233
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Working closely with the Senior Cultural Heritage Manager, the position contributes to effective 
service delivery, compliance, and the protection and management of Kokatha cultural heritage 
interests. 

 
Key Responsibilities 
 
1. Heritage Administration 

• Coordinate the day-to-day administrative functions of the Heritage team. 
• Develop, implement and maintain effective administrative systems, processes and 

procedures. 
• Coordinate heritage project documentation, correspondence, schedules and records. 
• Support the planning and delivery of heritage activities through effective administrative and 

operational coordination. 
• Prepare reports, presentations, correspondence and other business documentation as 

required. 
• Maintain Heritage team records, databases, registers and document management systems. 
• Coordinate travel, accommodation, logistics and operational requirements for heritage 

personnel and activities. 
 
2. Stakeholder Coordination 

• Act as a key point of contact for heritage stakeholders, consultants, contractors and project 
partners. 

• Coordinate enquiries, meetings and information requests in a professional and timely 
manner. 

• Build and maintain positive working relationships with Kokatha representatives, industry 
partners and government agencies. 

• Support communication and engagement activities associated with heritage projects and 
programs. 

 
3. Governance and Compliance Support 

• Maintain heritage-related registers, agreements, permits and project documentation. 
• Ensure records are maintained accurately, securely and in accordance with organisational 

requirements. 
• Assist with reporting, audit preparation and compliance documentation. 
• Support the administration of contracts, heritage agreements and service arrangements. 

 
4. Financial and Project Administration 

• Support budget monitoring, purchase orders, invoicing and expenditure tracking. 
• Maintain accurate financial and administrative records. 
• Assist in the preparation of reports and data to support project delivery and operational 

decision-making. 
• Coordinate procurement activities and supplier administration. 

 
5. Continuous Improvement 

• Identify opportunities to improve administrative systems, processes and efficiencies within 
the Heritage team. 

• Support the implementation of improved business practices and technologies. 
• Contribute to the development of consistent and effective administrative processes. 

 
 
 
 
 



3 

September2026 

 

 

Person Specification 
 
Essential 

• Demonstrated experience in administration, project coordination, office management, or 
business operations. 

• Proven ability to work autonomously, exercise initiative, and effectively manage competing 
priorities with minimal supervision. 

• Highly developed organisational, planning and time management skills. 
• Strong written and verbal communication skills, with the ability to prepare reports, 

correspondence and business documentation to a high standard. 
• Demonstrated ability to maintain accurate records and manage documentation with a high 

level of attention to detail. 
• Proven ability to maintain confidentiality and manage sensitive information with discretion. 
• Well-developed stakeholder engagement and relationship management skills, with the ability 

to communicate effectively with a diverse range of internal and external stakeholders. 
• Advanced proficiency in Microsoft Office Suite and administrative systems. 
• Strong problem-solving skills and the ability to identify and implement improvements to 

administrative processes and systems. 
 

Desirable 
• Experience working in heritage, native title, cultural services, mining, community, Aboriginal 

organisations, or not-for-profit sectors. 
• Understanding of heritage management, project administration, agreement administration, 

or stakeholder engagement processes. 
• Qualification in Business Administration, Project Management, or a related discipline. 

 
Licences & Clearances 

• Current Driver's Licence. 
• National Police Check. 
• Working with Children Check (if required). 
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