
SHIRE OF COLLIE 

“Where people want to live, visit and invest” 

ENVIRONMENTAL HEALTH OFFICER 

An exciting opportunity exists for a motivated, outgoing team player with demonstrated time 
management and organisational skills to provide assistance to the Director of Development 
Services.    

As our Environmental Health Officer you will be required to interpret and apply Environment 
and Health Legislation, policy and procedures to ensure that Council meets it duty of care in 
providing a safe and healthy environment for the community. 

Employment conditions are in accordance with the Shire of Collie Enterprise Agreement 
2017 and a salary level will be negotiated with the successful applicant. 

For position information and job packages, please visit our web page www.collie.wa.gov.au
or email pam.ahlin@collie.wa.gov.au. Applications close 4pm 18th January 2019 should be 
addressed as follows 

CONFIDENTIAL 
ENVIRONMENTAL HEALTH OFFICER  

Chief Executive Officer 
Shire of Collie 

Locked Bag 6225 
COLLIE  WA  6225 

David Blurton 
Chief Executive Officer  
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INFORMATION PACK - WELCOME TO THE SHIRE OF COLLIE 

Dear Applicant 

Thank you for your interest in the position of Environment Health Officer with the Shire of Collie. 
This information pack contains a number of documents that are designed to give you a clear 
understanding of the position available and our expectations of the successful applicant. These 
documents include the position description relevant to the position and a document outlining the 
salary package being offered for this position.  

The Shire of Collie is a unique local government in that it is the only Shire in Western Australia 
that has coal mining activities, power generation as well as being a significant water catchment 
area in the Southwest. The Collie River Valley is a beautiful place which provides many 
opportunities for local people and tourists to enhance their knowledge, appreciation and 
involvement in the many attractions that abound in the Shire. 

As an organisation we are committed to providing high quality services and information to our 
community and the Environmental Health Officer, as an employee of the Council, has a major part 
in fulfilling that commitment. The Council has always been fortunate to be able to retain its key 
staff for lengthy periods, which I believe is testament to the open and friendly culture which exists 
within the organisation and also the appeal of Collie as a place to reside.  

The successful applicant will, I am sure, find that the Shire of Collie provides an exciting working 
environment which will both challenge and reward. We are committed to achieving outcomes and 
have a Corporate Plan which provides many strategic targets. As such we need a  
Environmental Health Officer who has the ability to prioritise work and achieve outcomes. 

Once again, thank you for your interest in this position, and I look forward to receiving your 
application. 
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IMPORTANT NOTES FOR THE APPLICANT 

The Collie Shire Council is an equal opportunity employer and encourages all interested 
individuals who believe they have the necessary qualifications, experience, and qualities to apply 
for the position being offered.  

a. Selection Process 

• The selection panel will make a shortlist of suitable candidates, who they believe have the 
necessary skills and abilities to carry out the duties of the position.  

• The ‘Selection Panel’ will acknowledge all applications received and will also inform initially 
only those who have been selected for interview. 

• Applicants who are successful in obtaining an interview will be invited to attend at a time 
and place determined by the ‘Selection Panel’ on the appointed interview date.  It is 
proposed that all candidates for interview will be interviewed on the same day.  It is 
expected that an appointment to the position will be made within a week of the interview 
date. 

• All interviews will be conducted on the basis of fairness and equity for all, with interviews 
following the same format with the same set of questions being asked of all interviewees.  
Candidates should expect the formal interview to take up to one hour.   

b. Resume 

It is expected that all applications will include a resume (curriculum vitae). The resume should 
include comprehensive details relating to previous work experience and qualifications, along 
with personal details. In some circumstances Council may require details of qualifications to 
be certified, and applicants are encouraged to bring original documents to interviews for 
perusal by the interview panel. 

c. Other details 

a. All applications must be submitted in writing.  

b. Original documents should not be included in applications but should be available at 
interview stage. 

c. Relevant contact details must be provided 

d. Applications should be stapled together, in the top left hand corner of the document and 
should not be bound or enclosed in a folder. 

d. Late Applications 

In fairness to all applicants, the ‘Selection Panel’ will not under any circumstances accept late 
applications. 
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BRIEF HISTORY OF THE SHIRE OF COLLIE 

Collie is situated within the Darling ranges some 52 kilometres inland from the regional city of 
Bunbury and 200kms from the State capital of Perth. The Collie Shire is 170,000 hectares, of 

which some 79% is covered by State Forest.  

Although the Shire has common borders with some six other 
local authorities, the town site of Collie is, relatively speaking, 
quite isolated.  

Collie had its origin in 1829 when Dr Alexander Collie RN 
discovered the Collie River. The area was at first recognised 
as being useful as pasture lands for timber production, but with 
the discovery of coal in 1883, Collie's direction was from that 

point on well and truly set.  

The declaration of Collie as a town site in 1896 sped up the arrival of both resident population 
and associated infrastructure, such as railway. From this humble beginning Collie grew to 
become an important West Australian town, supplying the State with coal - the all important 
resource for power production in railways, shipping, and generation of electricity. 

Timber was produced in abundance from the surrounding hardwood forest and agriculture sprung 
up on the periphery, but these were all subsidiary to the production of coal. Coal and coal related 
industry was (and still is) Collie's main economic base.  

Collie is no longer relying on the major coal and energy generation employers to sustain 
economic development. This notion has been acknowledged, and strategies by the Collie Shire 
Council and other agencies to diversify the economic base have been in progress for the last 5 
years. Major developments are being planned in Collie which highlights this diversity from the 
building of a privately owned Coal Fired Power Station (Griffin Energy) to the development of a 
major inland water body (Lake Kepwari) which will be the biggest inland 
water playground in Western Australia – it really is exciting and prosperous 
times in Collie.

The population in Shire of Collie is approximately 9,000 people, the majority 
being centred in the Collie town site itself. The population has fluctuated up 
and down over the years due to industry changes. Collie is now stabilising its 
economic base through the creation of alternative industries which in turn will 
provide for a vibrant and active local business community, the spin offs will 
attract more employment, business growth and perhaps most importantly, a 
major economic boost through growth in tourism. 

The Collie community have worked very hard over the past five years to enhance Collie’s 
reputation and promote it as a Great Place to Live, Visit and Invest. These efforts have paid 
dividends in recent times with an unprecedented interest being shown in Collie as an alternative 
of choice when it comes to living and investing within the South West of WA.  
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ORGANISATIONAL STRUCTURE 

This information is provided to give you some idea as to the organisational structure of the Shire 
of Collie. 

The Chief Executive Officer is responsible to the Council for the implementation of the strategic 
direction and policies of the Council through the staff.  Councillors do not deal direct with 
individual staff on staff matters, however Councillors do have the right to request information or 
ask general questions of staff. 

The Chief Executive Officer administers and oversees all the various functions with the 
assistance of the staff. 

The functions or Departments of the Shire are organised into:- 

 Corporate Services 
 Development Services;  
 Technical Services.  

Departmental Functions 

Corporate Services
• Finance
• Computer and Information Technology
• General Administration 
• Libraries 
• Strategic Planning (assist the CEO) 
• Customer Relations 
• Community, & Cultural Development 
• Tourism 
• Recreation Centre & Swimming Pool Management 
• Records Management  

Development Services 
• Health 
• Ranger Services 
• (Council) Building Control – asset management 
• Building Regulations 
• Local Town Planning 
• Environmental Management 

Technical Services 
• Infrastructure Asset Management Roads, Drainage, Footpath 
• Waste Management  
• Parks & Gardens  maintenance and management (physical)  
• Fleet Management  
• Technical Services
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CONDITIONS OF SERVICE 

Attached is the Position Description for the Environmental Health Officer position, which outlines 
the general duties and requirements of the role. Any queries you may have in respect to aspects 
of the terms of employment, payroll matters or employment conditions should be directed to the 
Human Resource Officer. 

Certain forms will need to be completed in respect to taxation and other starting requirements 
and these should be completed upon commencement of duties by the successful applicant. 

Any misalignment between the contents of this document and the proposed contract of 
employment for designated senior roles will result in the later prevailing.  

Policy Manual 

Council has a detailed Policy Manual, which has effect on the conditions of your service.  A copy 
of this Policy manual is provided in each Manager's office, with updates provided at certain times. 

Medical Examination

The preferred candidate will be required as a condition of appointment to have completed a 
medical examination by a Medical Practitioner along with a drug and alcohol test prior to 
appointment. A copy will be retained in the employee's personal file and made available for the 
employee. 

Superannuation Benefits 

The Local Government will make superannuation contributions (as defined in the Superannuation 
Guarantee Administration Act 1992 and the Superannuation Guarantee Charge Act 1992) during 
the term of the Agreement of up 18%, which includes superannuation guarantee contributions, of 
the employee’s salary. 

Police Clearance 

The preferred candidate will be required to provide a current State or National Police Clearance.  
A copy will be retained in the employee's personal file and made available for the employee. 

IMPORTANT POLICIES 

Equal Opportunity 

The Shire of Collie recognises its legal obligations under the Equal Opportunity Act 1984, and 
actively promotes equal employment opportunity based solely on merit to ensure that 
discrimination does not occur on the grounds of gender, marital status, pregnancy, race, and 
disability, religious or political convictions. 

Sexual Harassment 

The Shire of Collie supports the concept that every employee, Councillor and member of the 
public employed or engaged in business with the Council, has a right to do so in an environment 
which is free from sexual harassment and the Council is committed to providing such an 
environment. 

Complaints/Grievance Procedure 

Council has developed a Customer Complaints Manual designed to record and process in a fair 
and equitable manner any complaints received. A complaint is where a member of the public 
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expresses dissatisfaction with a Council service, inappropriate behaviour by staff or a decision 
made by a member of staff (for example: a staff member is rude or abrupt, non return of phone 
messages, unhappy with a staff members decision). It is expected that the successful applicant 
will become conversant with and use the Customer Complaints Manual where applicable. 

Code of Conduct 

The Shire of Collie has a Code of Conduct for Elected Councillors and Staff. This document acts 
as a guide for Councillors and staff and it is expected that the successful applicant will become 
conversant with and uphold the Code.  

GENERAL PRINCIPLES 

Commitment to and Expectation of Employees 

Based on the acceptance that employees are the Council's most valuable resource, incurring the 
greatest outlay, the following factors relate directly to staff as individuals. 

1. Focused professional development and training will be paramount and linked to a personal 
development program. 

2. Career path planning will be encouraged. 

3. Multi skilling will be encouraged for personal development. 

4. Principles of equal employment opportunities involving a totally non-discriminatory, smoke 
free workplace will apply. 

5. Use of each person's given or preferred name in a friendly, respectful context will be 
encouraged.  

6. Behaviour that encompasses mutual trust, respect for others, honesty, simplicity and 
humour will be encouraged. 

7. Measures to achieve a high standard of personal health and fitness with the lowest 
possible incidence of workplace injuries will be encouraged. 

8. Full and open communications are to apply at all times.  The objective is not to have a 
need for official Freedom of Information applications as basically the information will be 
freely and readily available.  The "open door" policy is to be a reality. 

9. Constructive criticism, comments and feedback will be welcome from staff on any system 
or procedure in place. 

10. High quality customer service and response to enquiries is to be provided.  A practical 
example is for the telephone to be answered immediately with a maximum of five rings.  
Response to telephone calls are to be prompt, preferably the same day.  The principle "the 
customer is always right" is to apply and requests will be on the basis of "the answer is 
YES, what is the question?". It is a requirement that the Shire of Collie staff wear a name 
badge at all times identifying him/herself as part of the customer service ethos. 
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11. A commitment is needed to work as part of a team in a multi skilled and flexible 
environment. 

12. Though there will be "departments", "sections" or "divisions", these are only words used 
for descriptive convenience.  Overriding such divisions is to be a totally corporate and 
committed team approach with all employees working for and being part of the Shire 
activities. 

13. Occupational Health, Safety and Welfare requirements are in place and require a 
commitment by employers and employees.  Your support and care in the workplace will 
assist. 

14. Administration, other office staff and all staff are expected to maintain a neat tidy standard 
of appearance at all times and maintain a high level of personal hygiene in their employed 
capacity.  Allowances are provided to staff for clothing and a uniform has been adopted by 
staff.  Outside staff are also provided with clothing allowances and safety outfits. 

15. The Shire Administration Centre at Collie is open from 8.00 am to 5.00 pm Monday to 
Friday.  Council's outside staff work from 6.30 am to 3.30 and Council's depot is open 
during that time.

16. Council meets at 7.00pm on every third Tuesday throughout the year. Council has various 
other Committees that report to Full Council.
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JOB DESCRIPTION 

Position:  Environmental Health Officer 
Department:  Development Services
Reports To:  Director of Development Services
Supervises:  
Stream/Level: to be advised (Shire of Collie Enterprise Agreement) 

Incumbent:  

POSITION OBJECTIVES EXTENT OF AUTHORITY 

Implement and maintain public, 
environmental health, programs and 
projects in accordance with statutory 
obligations, operational procedures 
and council policies. 

Work under the broad direction of the Director of 
Development Services in accordance with established 
legislation, guidelines and procedures. 

Undertake and document programs for 
preventative, proactive and legislative 
compliance to ensure that Council meets 
its duty of care in providing a safe 
healthy environment for the community. 

Assist to develop strategies to administer 
health and food regulation based on the 
prevention and risk management 
philosophies embedded in the Public 
Health Bill and Food Act 2008. 

Ensure a professional work environment 
while providing helpful, efficient and 
courteous service to Senior Staff and 
fellow employees and to provide helpful, 
efficient and courteous service to the 
general public. 
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Key Result Areas KEY TASKS / PERSONAL QUALIFICATIONS 

KEY DUTIES Conduct statutory compliance and inspections at a frequency based on 

risk assessments of: 

•  Food Premises 
• Public Buildings 
• Septic Tank Installations 
• Waste/Transfer Station 
• Offensive Trades 
• Demolition Sites 
• School Facilities 
• Caravan Facilities 
• Stables-boarding houses 
• Hairdressing establishments 
• Pest Control Operations 
• Public Health Plan Implementation 
• Assess Food Safety plans for premises 
• Serving vulnerable populations 
• Untidy sites 
• All non-scheme public drinking water systems 
• Tattoo Parlours 

Investigations: 

• Reportable disease and incidences of food poisoning 
• Reports of insect infestation 
• Noise and other pollution complaints 
• Health complaints in accordance with statutory requirements 
• Illegal camping in conjunction with the Shire Rangers 
• Purchases food samples for the purpose of analysis 
• Rooster complaints 
• Asbestos related complaints 
• Needle/syringe pick-ups 

Monitor the: 

• Quality, microbiological status, and/or constituents of food 
• Chemical and microbiological status of public swimming pool and 

spa waters and required by the Health Act 1911 

Provide food safety education for the food industry and targeted 
community groups. 

Oversee the Event application process and issue approvals 

Respond to ratepayers enquires. 

Carry out confirmation of all Food Recalls at point of sale. 

Arrange the licensing and registration of premises under the various 
provisions of the Health, Food and Local Government Acts and 
subordinate legislation. 
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Training 
• Willingness and aptitude to undertake further training and 

professional development to keep abreast of latest technology 
and practices.

OHSW 
• Contribute to and provide leadership in the delivery of the 

Council’s Safety & Risk Management Plan 
• Operate in compliance with OH&S legislation, regulations, 

practices, and standards. 
• Utilise safe working practices applicable to own work area and 

practices. Contribute to the identification of hazards and risks 
and participate in their minimisation and/or appropriate 
corrective strategies

HOURS OF DUTY 76 hrs per fortnight – 9 day fortnight with 1 day RDO 
Office Hours 8 am to 5 pm

SALARY PACKAGE DETAILS 

Level 7.1 – 8.1 of the Shire of Collie Collective Agreement – 
related to experience  

Superannuation (up to 18%) 

Service Payment (in accordance with Enterprise Agreement) 

Uniform Allowance per annum $550

Telephone Allowance 

TOTAL PACKAGE 

Conducts food safety audits as required 

Perform the duties of an ‘inspector’ or ‘authorised person’ under the 
provisions of the Local Government Act and Caravan Parks and 
Camping Grounds Act. 

Write reports as and when required. 

Perform other duties as required by the Director of Development 
Services as prescribed by law. 

QUALIFICATIONS 
KNOWLEDGE and 
EXPERIENCE 

Completion of a Bachelor of Science (Environmental Health) or other 
qualifications acceptable to the Executive Director of Public Health. 
Demonstrated knowledge and understanding of environmental health 
principles 
Well-developed customer service and public relations skills. 
Developed analytical and problem-solving skills 
Developed written and oral communication and interpersonal skills 
The ability to manage time and organise tasks with a high level of 
autonomy 
Experience using computers with windows-based applications. 
Ability and motivation to work as part of a team 
Possession of a current “C” drivers class licence 



SHIRE OF COLLIE 
APPLICATION FORM FOR EMPLOYMENT 

Position Applied For :                 ENVIRONMENTAL HEALTH OFFICER 

PERSONAL DETAILS 

Surname: 

Given Names : 

Preferred Title: Mr/Mrs/Miss/Ms Other: 

Address 

Telephone No. (Home/Mobile): (Work): 

EMPLOYMENT HISTORY 

Current/Most Recent Position From To 

Reason for Leaving: 

Second Most Recent Position From To 

Reason for Leaving: 

Third Most Recent Position From To 

Reason for Leaving: 
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REFEREES 

List names, addresses and telephone numbers of referees who have supervised your work and 
whom we may contact. 

1. 

2. 

3. 

DRIVERS LICENCE INFORMATION 

Drivers Licence No.: Classes: Expiry Date: 

EDUCATION/TRAINING 

Secondary 

HIGHEST LEVEL ATTAINED YEAR 

SCHOOL 

Post Secondary (Please list any technical training, professional qualifications and/or special 
skills training.

Institution Subjects Taken Year Results 

Current Studies 

Qualifications (List any professional or trade qualifications currently held).  Are your qualifications 
registered in Western Australia? 
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Equipment/Machinery Usage 

Please list any work-related equipment and/or machinery you can operate (i.e. office equipment, 
industrial equipment, specialised machinery etc). 

ADDITIONAL INFORMATION 

When would you be able to commence employment? 

If employed, minimum period of notice required: 

Is there any factor which causes you to take frequent time off work or effects’ your ability to 
perform the duties?      

                                                              YES                         NO   

Comment: (Optional) 

NOTE:  ANY OFFER OF EMPLOYMENT IS SUBJECT TO A PRE-EMPLOYMENT MEDICAL AND DRUG AND 
ALCOHOL TEST TO ENSURE FITNESS TO UNDERTAKE THE POSITION APPLIED FOR. 

Are you aware of any other factor(s) which are or may be relevant to your employment? 

                                                              YES                         NO   

If yes, please provide details: 

Is there any factor which could prevent you working reasonable overtime either in the evening or on 
weekends, if required? 



SHIRE OF COLLIE 
THE FOLLOWING QUESTIONS ARE OPTIONAL AND NEED NOT BE COMPLETED.  NON-COMPLETION OF 

THESE ITEMS WILL IN NO WAY PREJUDICE YOUR APPLICATION FOR EMPLOYMENT. 

Do you speak any language other then English? 

Sporting interests/hobbies 

Membership of Professional bodies: 

Any further information you wish to provide in support of this application: 

DECLARATION 

I certify that the foregoing information is, to the best of my knowledge and belief, true and accurate.  
I understand that the Local Government reserves the right to verify all information in the application 
and false information will  be sufficient reason for my rejection as an applicant or my dismissal if 
employed by the Local Government. 

Signature of Applicant Date 



SHIRE OF COLLIE 
PERSONAL AMBITIONS AND ACHIEVEMENTS 

1. What type of work do you find most interesting? 

2. What do you feel are your greatest strengths, in the workplace? 

3. What do you consider to be your weaker points, in the workplace, which may require 
development/training/education? 

4. What do you consider to be your greatest achievement so far? 

Signature ________________________________________ Date __________________ 


