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	AGENCY
	Department of Foreign Affairs and Trade

	POSITION NUMBER
	HA024

	POSITION TITLE
	Corporate Services / Consular & Passport Support Officer

	CLASSIFICATION
	LE3

	SECTION
	Corporate 

	REPORTS TO (TITLE)
	Corporate Services Manager


About The Department of Foreign Affairs and Trade 
The role of the Department of Foreign Affairs and Trade (DFAT) is to advance the interests of Australia and Australians internationally.  This involves strengthening Australia’s security, enhancing Australia’s prosperity, delivering an effective and high-quality overseas aid program and helping Australian travellers and Australians overseas.  The department provides foreign, trade and development policy advice to the Australian Government.  DFAT also works with other Australian government agencies to drive coordination of Australia’s pursuit of global, regional and bilateral interests.
About the position
Under direction and as part of a small team, this position contributes to the provision of corporate enabling functions within the Embassy including coordinating Embassy travel arrangements and undertaking procurement processes. The position also supports consular and passport functions provided to Australian citizens in Zimbabwe and other countries of accreditation (Malawi, Zambia, Democratic Republic of the Congo and Republic of the Congo).
Key responsibilities of the position include but are not limited to:
Passport & Consular Support
· Support the Consular and Passports Officer in providing consular, passport and notarial services to Australian citizens in Zimbabwe and other countries of accreditation. This includes conducting client interviews and processing applications in accordance with relevant legislation, policies and guidelines
· Respond to email and telephone enquiries from members of the public, providing accurate and current advice regarding consular and passport services
· Support post management’s contingency planning and maintain the Australian Embassy Crisis Action Plans (CAPs) for Zimbabwe and countries of accreditation
· Manage and maintain working stocks of accountable documents
· Maintain relevant information databases including local consular information and the Embassy’s contact database
· Act as the Consular and Passports Officer during periods of absence
Corporate Services
· Coordinate travel arrangements for Embassy staff including flight and hotel bookings in accordance with departmental and Embassy policy. Respond to enquiries from staff on travel matters.
· Undertake procurement ensuring effective and efficient use of resources in accordance with departmental guidelines
· Assist with protocol related matters, including diplomatic accreditations and visa applications for Embassy staff
· Maintain relevant corporate documentation, files and systems
· Support the arrival and departure processes for Australia based staff (A-based) 
· Assist with visit programs and logistical arrangements for visiting Australian officials
Required Qualifications/Experience/Knowledge/Skills
· Demonstrated experience working in client services or a similar area. 
· Ability to communicate professionally and sensitively with clients and authorities, including difficult or distressed clients.
· Ability to apply relevant guidelines, policies, procedures and legislation to complex situations.
· Demonstrated high level written and oral English communication skills
· Ability to collect, analyse and record verbal and written information, and to produce clear, concise and accurate written reports and records.
· Strong organisational skills, attention to detail and the ability to work under pressure and meet tight deadlines while maintaining high quality and quantity of outputs.
· Excellent interpersonal skills and demonstrated maturity, flexibility, initiative, and discretion with an ability to work well as part of a team.
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