
 
Pool Recruitment: Customer Service Officer 
 
Are you seeking a new opportunity to expand your Customer Service skills in a supportive environment? 
 
An exciting opportunity has arisen for a highly motivated individual with a passion for delivering first class customer 
service and support to stakeholders to become our Customer Service Officer.  
 
At the Town of Mosman Park, our people are at the heart of everything we do.  
 
Each day, we are encouraged to work with purpose and passion so that together, we can shape the future of our 
Town and make a remarkable difference to our community. 
 
Mosman Park is located approximately 14km from Perth and a stone’s throw from Fremantle. Nestled between 
Cottesloe, Peppermint Grove, and North Fremantle; we are uniquely positioned between the picturesque Indian 
Ocean and the beautiful shores of the Swan River. 
 
We are a small and vibrant local government, focused on connecting with our close-knit community between river 
and sea. 
 
We’re seeking a fresh, new face with the curiosity and ambition to deliver great things for the Town and our 
residents. 
 
By joining us, you’ll have access to amazing lifestyle benefits and entitlements to help you achieve your full 
potential:  

 Additional superannuation (subject to individual contribution)  

 Flexible working arrangements (19 day month) 

 Professional development opportunities  

 Wellness programs, including an Employee Assistance Program 

 Free parking, and close to public transport 
 
Things you'll love: 

 Working for an organisation that supports you every step of the way 

 Being part of a place that really values a work/life balance 

 Working alongside a friendly and motivated group of people 

 The feeling of being valued, respected and having equal access to opportunities 
 
The position 

 Two fixed term full time jobs currently on offer 
 Working hours to achieve a 19 day month will be 8:10am- until 4:40pm, Monday to Friday.  

On some occasions team members will be required to commence at 8.00am for attendance at training and 
information sessions.  

 Contracted for 12 months.  

Customer Services is the first point of contact for customers of the Town and delivers a wide range of services across 
a number of functions and contact channels. If you possess the ability to multi-task, manage competing priorities 
and meet deadlines combined with well-developed facilitation and negotiation skills this is the role for you! 
 
The successful applicant will possess; 

 Demonstrated experience in a front-line customer service role – at least 1 year.  
 Demonstrated receipting, cash balancing, reception, telephone record keeping and cash handling skills. 
 Demonstrated experience in the creation and upkeep of procedures and managing records. 



 Demonstrated communication and interpersonal skills, both written and verbal, to problem solve and 
negotiate with customers and gain a resolution. 

 Intermediate level of Microsoft Office skills and experience in word processing and spreadsheets. 
 Demonstrated ability to meet deadlines and maintain confidentiality. 
 Excellent attention to detail.  

 
About you… 
You set a high benchmark for excellence and performance supported by your exceptional communication skills and a 
desire to exceed expectations. You are expected to liaise with internal and external customers in a professional and 
courteous manner and contribute to the organisational culture in a positive way.  
 
Work related requirements 
The recruitment process requires applicants to obtain a police clearance, psychometric testing, undergo a pre-
employment medical including a drug and alcohol assessment. 
 
Pool Recruitment 
This recruitment process is used to attract a number of applicants for positions that become available within the life 
of the pool (6 months). If you are deemed suitable in this selection process, you will remain in the pool and when a 
similar vacancy arises, you may be offered an employment opportunities. 
 
How to apply:  
To be considered for the role, applicants are required to submit the following: 
Written application including resume, cover letter and applicants are asked to address the following questions in no 
more than two (2) pages: 

1. What do you consider to be quality customer service, and how have you demonstrated commitment to 
providing quality customer service in previous roles? 

 
2. Using appropriate examples to support your answer, explain how you effectively communicate with 

customers to ensure information needs are met and conflicts are resolved. 
 

Complete applications should be emailed to jobs@mosmanpark.wa.gov.au   
 
Salary on offer: $46,961 - $54,000 per annum (dependent on skills and experience) 
 
For more information, contact Hannah Young, Manager People and Culture on 9383 6600 
 
Closing date: 5pm, Wednesday 19 May 2021 
 

The Town reserves the right to commence recruitment prior to the closing date. 
Applicants are required to demonstrate a commitment to the Town of Mosman Park’s ACE values of Accountability, 

Connection and Excellence. 
The Town of Mosman Park has an inclusive working environment with employees from a variety of backgrounds. We 

acknowledge that diversity in the workforce, increases the effectiveness of teams. We welcome applications from 
Indigenous people, workers of all ages, people with disabilities, people who identify as LGBTIQ and those from 

culturally and linguistically diverse backgrounds. 
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