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OFFICIAL 

Position Infringement Processing Officer (casual, 1 day per week) ) 

Directorate Corporate Services 

Location/s Headland Park 

Reports to Chief Operating and Financial Officer 

Direct Reports  Nil 

Enterprise 
Agreement 
Classification  

Level 5 

Our Organisation 

 

The Sydney Harbour Federation Trust (Harbour Trust) manages 
extraordinary places on the world's best harbour and provides the public 
with access to precious bushland, parks and open spaces. 
 
Located in First Nations countries, our visitor destinations are known for 
their natural beauty. They also feature heritage-listed structures and 
other remnants from Australia’s colonial, maritime and military history. 
For these reasons, they have significance on a national and international 
scale. 
 
Our vision includes making our destinations accessible to diverse 
audiences, amplifying their heritage and environmental values through 
storytelling and – through their conservation, remediation and adaptive 
reuse – fostering a sense of place and belonging.  
 
Our volunteer program is integral to achieving our vision. Volunteer 
involvement is underpinned by strong staff ownership across the 
organisation for engaging and managing our volunteers 
 

Code of Conduct & 

Values 

All employees and volunteers at the Harbour Trust abide by the 
Harbour Trust’s key values and Code of Conduct, behaving honestly and 
with integrity and acting with care and diligence.  
 
Employees are required to maintain confidentiality of all Harbour Trust 
information, upholding the Harbour Trust’s values, integrity and its 
good reputation. 
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Harbour Trust 

Behaviours 

Delivering on these behavioural expectations is the responsibility of all 
staff and forms part of our integrated performance framework: 

- We are ambassadors  

- We share information 

- Us not they 

- Collaboration is key 

- Caring for country mindset 

- We are all storytellers 

- Being constructive 

- Innovation mindset 

Delegations 

To fulfill your role and responsibilities, you are delegated powers 
outlined within the Harbour Trust Register of Delegations. Delegated 
powers are to be exercised responsibly in a proper, ethical, diligent, 
professional and efficient manner, including always acting in good faith 
and in the best interests of the Harbour Trust. 

Health & Safety 

The Harbour Trust integrates safety into all aspects of the business to 
promote a positive safety culture and takes proactive steps to mitigate 
the risk of harm to employees, volunteers and others in the workplace.  

Our Commitment  

The Harbour Trust is an equal employment opportunity employer, 
committed to ensuring all employees and volunteers are free from 
discrimination and harassment; where everyone is treated with dignity, 
courtesy and respect.  

 
 
ROLE OVERVIEW: 
The role supports the administration and processing of Infringement Notices issued by Harbour 
Trust rangers, primality related to parking, animal management and a range of other offences. 
 
ROLE ACCOUNTABILITIES: 

• Review infringement notices issued by Rangers (on the Orikin/PINFORCE system) to ensure 

online payment can be made and necessary information is included 

• Access Sensitive Vehicle owner information on Transport for NSW Drive 24 portal 

• Manage notification of fines and semi-automated infringement processing 

• Review infringement appeals, evidence and make recommendation to the Chief 

Operating and Finance Officer, as the delegated decision-maker, to facilitate 
determination outcomes. 
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• Monitor, generate, manage and update correspondence where necessary 

• Generate monthly (end of Month) reporting and other financial reporting for the Finance 

Manager 

• Any other ad hoc tasks assigned by the Chief Operating and Finance Officer 

While we have made every effort to include all core responsibilities in this position description, it 
is not an exhaustive list of accountabilities. Tasks and priorities may change based on business 
needs. 
 
 
SELECTION CRITERIA: 

 
Essential (Qualifications, attributes, skills and knowledge)  
 

• Demonstrated experience in data entry with a high level of accuracy 

• Intermediate IT skills (Word, Excel and SharePoint) 

• Excellent interpersonal and communication skills, and a positive “can do” attitude 

• Demonstrated ability to maintain a high level of confidentiality, self-motivation and 
professionalism 

• Demonstrated ability to prioritise, and manage workload with competing demands 

• Knowledge of, or the ability to rapidly acquire a sound knowledge relevant regulations  

• Ability to work in a team environment 

• Willing to undertake a Police Check 

• Australian citizenship  
 
Desirable 

• Experience with infringement processes 

• Experience with Orikan/PINFORCE systems or other Infringement management system highly 

desirable but not required. 
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INTEGRATED LEADERSHIP SYSTEM 

 


