
 

Northern Land Council 
Job Description 

 

Job Title: Regional Coordinator - Ngukurr  
Classification: SOGC 
Maildex/ Position No:  R50 
Branch: Regional Development Branch – South  
Section: Ngukurr Regional Office 
Reports to: Manager, Regional Development, South 
Date: July 2016  
TITLE: Regional Coordinator (Ngukurr Regional Office) 
 
 
Primary Objective 
This position is located at the Ngukurr Regional Office and is responsible for the effective 
implementation and on-going management of NLC projects and programs in the greater Ngukurr 
Region, which includes direct supervision and staff management of project officers and support 
staff working within the region and office.  
 
Duties 
1. Overall day to day management and strategic direction of the Ngukurr Regional Office staff, 

as well as providing administrative and logistical support to ensure the effective and efficient 
implementation of activities throughout NLC region.  

2. In consultation with regional executive members and the of Manager of Regional 
Development South actively manage consultations and seek advice from Traditional Owners 
and other Aboriginal groups relating to the use and management of their land, as required 
under the Aboriginal Land Rights (NT) Act 1976 (ARLA). 

3. Lead coordination and management of activities such as meetings and negotiations between 
Aboriginal traditional owners, Aboriginal groups and third parties interested in the exploration 
and/or development activities on Aboriginal land in the relevant region.   

4. Develop and maintain effective working relationships with NLC staff, regional council 
members and external stakeholders such as Government agencies, Industry and 
Professional Associations, community organisations and the general public in promoting the 
interests of the NLC.  

5. Work closely with Executive and Regional Council members fostering open information 
transparency to ensure representatives are able to act in the best interests of their 
community, as well as all Aboriginal people living in the NLC region. 

6. Manage Regional Council Meetings, including coordination of administrative and Human 
Resource (HR) issues associated with event planning, managing travel, payments, and 
accommodations and meeting facilitation.  

7. Work directly with NLC Managers to manage priorities and facilitate the effective 
implementation of NLC projects and programs within the region including Legal, 
Anthropology and Mining sections. 

8. Provide accurate and timely advice to Manager of Regional Development South on issues 
affecting the region, including but not limited to: environmental, social, economic 
development and political environment.  

9. Manage and review Regional Office budget and administer in line with NLC financial and 
human resource delegation and instruction, and meet quarterly financial reporting 
requirements.  

10. Prepare funding submissions, and report on any matters relevant to the responsibilities of the 
NLC within the region. 

11. Assist the management of Section 19 lease agreements within the region. 
12. Undertake other duties, as directed by Manager. 
 
 



Work Health and Safety Responsibilities 

 Take due care of your health and safety at work and that of other Land Council employees. 

 Report any maintenance requirements, hazards, accidents, injuries or incidents to your 
Supervisor as soon as possible. 

 
 

ESSENTIAL CRITERIA 
1. Proven high-level leadership and experience successfully implementing project/program 

management activities to a high standard, with an ability to strategically harness resources to 
effectively plan, coordinate and manage activities.   

2. Demonstrated interpersonal and verbal communication skills with an ability to effectively 
liaise, engage and coordinate across an organisation and to build and foster productive 
working relationships with work colleagues, constituents and external stakeholders. 

3. Ability to manage in a diverse and complex environment with experience in balancing 
competing priorities and understanding of change management practices.   

4. High-level conceptual, analytical and problem-solving skills and a capacity to effectively 
manage staff in a multidisciplinary team environment, including managing HR issues, 
establishing work priorities and delegating tasks and identifying staff training and 
development needs.  

5. Demonstrated proficiency to communicate effectively with first rate writing skills and the 
ability to produce clear, concise and informative high level documents for a range of 
purposes to suit the intended audience.   

6. Demonstrated experience in financial management (including budgetary management) 
processes and procedures, and appropriate confidentiality security of sensitive information. 

7. High-level experience and knowledge of sound HR/corporate practices working in a field 
based operation with a commitment to the principles of Equity and Diversity, participative 
workplace practices and workplace health and safety, including an ability to apply them in the 
workplace.  

8. Proven skills in the use of IT resources (including MS Office) and systems (Database 
Management systems) or an ability to rapidly acquire knowledge for such systems.   

9. Cross-cultural competency with possession of the required interpersonal skills to work 
closely with both Aboriginal and non-Aboriginal people.   

10. Current Northern Territory Driver’s licence or ability to obtain prior to commencement and a 
willingness to travel to or within remote areas, as required.  

 
DESIRABLE CRITERIA 
1. Qualification at a Tertiary Institution in a physical or social science. 
2. Understanding of the Aboriginal Land Rights (NT) Act 1976 and other legislation relevant to 

the land interests of traditional owners and Aboriginal communities, as managed by the NLC.  
 
 

I hereby acknowledge that I have read and agree to fulfil, to the best of my abilities,  
the above-listed duties and responsibilities:  

     

Signature of Employee  Print Name  Date 

 
 
Note: From time to time, it may be necessary to amend this position description in response to the 
changing nature of our work environment. Such change may be initiated as necessary by the 
Manager of this position or as part of the Performance Development process. Any change will be 
made in consultation with the incumbent.  
 


