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Position Title 
Position Number 
Level 
Division 
Section / Unit 
Reports to 

Investigations Officer 
TBA  

Executive 
Investigations Unit 
CEO 

Townsville: City of Opportunity 

Townsville is the capital of Northern Australia, and Townsville City Council is the largest regional council in Queensland. 
Our Council is undergoing a whole-of-organisation transformational change which will place our customers at the heart of 
everything we do and allow us to take advantage of exciting opportunities to revolutionise the delivery of services to a 
community of more than 190,000 residents. Council strives to facilitate sustainable economic development for our region, 
enhance quality of life for our residents, and identify and unlock the potential of our City through inspired leadership, co-
design of services with the community, and sustainable and innovative business partnering.  

Your Contribution 

Working in this diverse and challenging position, you will contribute to achievement of the highest standards of ethical 
behavior and conduct, integrity and decision making across the Council by ensuring investigations into complaints and 
operations related incidents are managed effectively from end-to-end. 

The role will involve receiving complaints, liaising with other agencies, making enquiries and preparing advice, reports 
and correspondence while utilising internal or external specialist resources to report and advise on complex matters. 

The Investigations Officer is one of two positions which will ensure investigations into council-related matters, including 
complaints received both externally and internally, are dealt with in an effective and timely manner.  In addition to 
detailed investigation, the work will include receipt and assessment of complaints and preparation of reports 
encompassing but not limited to the following key areas: 

• Work-practices
• Serious Misconduct
• Corrupt Conduct
• Workplace Harassment
• Serious Work Health and Safety Incidents
• Complex Workers Compensation claims
• Sexual Harassment
• Workplace Discrimination

The purpose of this role is to promptly and confidentially conduct and report the findings of investigations, and if 
applicable, recommend an appropriate response to the Council's Delegate. 

The Investigations Unit will deliver high quality investigatory services to assist both management and employees to 
understand and effectively manage a range of operational processes and ethical standards issues, and ensure 
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Council's compliance with statutory obligations and organisational directions. Outcomes of the Unit will integrate with 
Council's customer service objectives, Code of Conduct and ethical standards to promote open, fair and efficient 
delivery of services, high ethical standards, and minimise the possibility of fraud and misconduct.  There will be a 
strong focus upon improving integration and linkage of those matters with other Council process, including relevant 
Human Resource and employee management processes. 

Key Accountabilities 

Keeping the customers’ and Council's interests at the heart of all activities, the Investigations Officer will: 
• Manage receipt, assessment and prioritisation of complex and sensitive complaints and information received

from Council employees, members of public and other stakeholders.
• Conduct detailed investigations into matters, including the collection of admissible evidence and the

preparation of detailed reports recommending action in response to substantiated breaches of process, ethical
standards, the Council’s code of conduct, and legislative obligations.

• Provide prompt, authoritative reports, advice and support on the investigation, assessment and management
of complex and sensitive complaints and associated investigations to Council's delegate and senior officers.

• Research and prepare correspondence, briefing papers, reports and recommendations on complex and
sensitive investigation outcomes and associated issues.

• Maintain a high level of professional capability, integrity and ethics to deliver high quality investigatory services
that assist both management and employees to effectively manage process, ethical standards and misconduct
issues.

• Continuously act with impartiality, confidentiality and transparency, and ensure the provision of natural justice
and fairness during investigatory work.

• Engage appropriately qualified internal or external specialist resources to report and advise on complex
matters as required.

• Lead and report on all significant investigations on behalf of Council as a subject matter expert with a whole-of-
organisation view focused on customers and opportunities for improving Council's relevant corporate and
internal ethical standards, codes of conduct, policies, processes and practices.

• Assist in the identification of systemic problems within units or workplaces of Council through the monitoring
and reporting on emerging trends and contribute to the development and recommendation of measures and
actions to reduce instances of inappropriate or unacceptable conduct.

• Maintain high level knowledge of relevant legislation and Council's policies and procedures.
• Assist in delivering misconduct prevention activities, including delivering education and awareness

presentations.
• Maintain detailed records, metrics, templates and documentation including a database of precedents and

procedures.
• Conduct regular audits and quality assurance reviews of the complaints management activities to identify

areas for continuous improvement to the delivery of these services.
• Provide specialist and integrated advice which will contribute to the removal of 'red tape' and enable the

effective delivery of Council expectations and services.
• Develop and maintain strong ongoing relationships with key stakeholders to obtain best possible outcomes

and add value, through the provision of a high-quality advice and customer focus from the Investigations Unit.
• Ensuring evidence is collated and reviewed, the role may from time to time be required to provide services and

or coordinate projects relating to other areas of council responsibilities, as directed by the Chief Legal Officer.

Key Requirements 

• Demonstrated significant experience (minimum 5 years)  in the management, coordination and conduct of
complex investigations including a working knowledge of laws of evidence and procedures for the gathering of
evidence.
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• Demonstrated ability to prepare high quality investigation reports and deliver advice to Council delegates or
senior officers presented in a prompt, confidential and commercial manner.

• Demonstrated expertise in complaint handling processes and of ethical and professional practice standards
with the ability to operate effectively with a high degree of autonomy in a high volume, sensitive and complex
work environment.

• Demonstrated expertise in the interpretation, application and provision of advice of legislation, standards,
policies and procedures as they relate to the assessment, management and investigation of complaints.

• Demonstrated understanding of and experience in financial management, internal auditing and business
systems to effectively research, obtain and gather necessary evidence during investigative processes and
accurately interpret the information to substantiate factual conclusions.

• Excellent verbal, written and interpersonal communication skills, including ability to conduct interviews by
telephone and in person to develop statements during investigation processes, prepare reports and briefing
notes for the Chief Executive or senior officers on complex and sensitive issues which may be referred to
internal committees or external agencies for ancillary arbitrator processes.

• Demonstrated experience in implementing innovative, best practice business systems, processes and
resourcing models to achieve efficiencies and alignment to customer requirements.

• Demonstrated ability to research and investigate complex matters impartially in a constructive and confidential
manner.

• Proven experience in providing expert technical advice on investigation and complaint matters (minimum five
years' practical experience).

• Personal integrity, a high degree of self-awareness and the ability to maintain privacy.
• Qualifications and significant experience practicing in the fields of law, forensic accounting, criminal/legal

investigations or investigative interviewing.

Position Dimensions 

Our Council employs 1700 staff and has an annual budget of $593 million and assets of $3.6 billion. 

Reporting Structure 




