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KALUMBURU MISSION MANAGER                            POSITION DESCRIPTION                                                 (couple or team) 12 month contract with the possibility of extension
Remuneration to be negotiated with the preferred candidates

Position Summary:
The Kalumburu Mission Manager is responsible for the day-to-day operations of the mission facilities and services. The historic mission includes a Catholic Church, Museum, seasonal short stay accommodation, a variety of storage and out buildings, landscaped and natural areas and small-scale cattle operation. Services to the Kalumburu community include aspects of the airstrip operations and the sale of fuel. This hands-on role involves facility, grounds and vehicle management, accommodation and housekeeping services and various administration and record keeping tasks. The role is supported by members of the diocese team situated in Broome and Kununurra. 

This role is a lifestyle opportunity ideally suited to 2-person team or couple. 

Information on the Kalumburu Mission is here: Kalumburu Mission
__________________________________________________________________________________
Key Responsibilities:	

Community 
· Act as a liaison between the Diocese, the Kalumburu community and service providers including Indigenous, health, education, environmental and law enforcement agencies.
· Welcoming visiting clergy, diocesan staff and authorised visitors to the mission. 
· Supporting occasional community events and social well-being initiatives.
· Prioritizing local residents when considering employment opportunities.

Facilities Maintenance
· Monitor, report and undertake seasonal building, facilities and grounds maintenance tasks including minor repairs.
· Maintain natural and landscaped areas in accordance with environmental sustainability practices and Indigenous cultural values.
· Coordinate trades and contractors by providing access, support, or preparatory work as required.
· Conduct regular checks on infrastructure assets including compliance checks for safety, security, fire, pest, mechanical and electrical services.
· Oversee small scale capital works projects by the diocese and others within the mission.
· Maintain accurate records of preventative and reactive maintenance schedules, repairs, and inspections.
· Manage stock, tools, parts and maintenance supplies to ensure the mission operates efficiently.
· Assist with budgeting, cost control and quote comparison for repairs, equipment and projects.
· Monitor commercial tenancies within the mission. 
· Conduct regular checks on mission vehicles and mechanical equipment including tractors and forklift. 
· Coordinate and supervise casual labour and/or volunteers. 

Health & Safety
· A demonstrated commitment to safety where work is performed in accordance with relevant health and safety standards, regulations and procedures.
· Identify and report hazards, assist in risk assessments and maintain a clean, hazard-free environment.
· Use appropriate personal protective equipment (PPE) and ensure safe operation of tools and machinery.
· Support emergency preparedness, act as first responder and assist with first aid, safety drills or procedures as required.

Fuel Distribution
· Two hours, two days per week, conduct fuel sales for the community (vouchers only, no cash sales)
· Maintain fuel bowsers and facilities. 
· Manage periodic bulk fuel deliveries.

Cattle Operations
· Assist Rangers and the Veterinarian with: 
· Periodic testing (for disease):
· Herd health and stock levels.
· To maintain fences, water points and yards.

Airstrip & Logistics 
· Ensure the strip is inspected regularly.
· Maintain the airstrip lighting and perimeter fence to regulatory standards.
· Provide on call response to illuminate the airstrip for ad hoc emergency after hours flights (RFDS).

Accommodation Services 
· Process accommodation bookings for the 20 bed short stay rooms.
· Provide arrival and departure services. 
· Coordinate housekeeping and cleaning services for the bedrooms, shared kitchen and ablutions.
 

Key Qualifications & Skills:
· Drivers licence – no restrictions
· Experience in rural/remote communities or cattle station operations.
· Experience is small scale accommodation and housekeeping services. (no food or beverage) 
· Ability to undertake routine property and grounds maintenance including minor repairs.
· Knowledge and experience of cattle handling or the willingness to learn.
· Familiarity with airstrip maintenance and aviation protocols, or the willingness to learn.
· Confidence and physical ability to perform outdoor and manual tasks.
· Intermediate proficiency with technology and Microsoft office including Outlook.  
· Problem solving skills and initiative.
· Ability to communicate effectively.
· Ability to live and work in a remote setting with limited supervision.



Desirable Qualifications:
· Mechanical or trade skills (plumbing, electrical, fencing, machinery repairs).
· First Aid, Warden, Construction White Card, Chainsaw, Forklift, Testing and Tagging, Chemical Handling

Working Conditions:
· Residential role – accommodation, work vehicle (includes personal use), utilities and WIFI provided.
· Pets considered. 
· Remote location with limited services (supplied by plane or periodic road access).
· Requires resilience, self-sufficiency, and adaptability.
· May include on-call responsibilities or after-hours problem-solving.
· Alcohol is strictly prohibited in the Mission and Kalumburu Community. 

This role is a lifestyle opportunity ideally suited to 2 person team or couple. 
You are encouraged to apply via email to ensure both applications are clearly considered: bm@broomediocese.org  
Please include:
· Both resumes 
· A short cover letter outlining your experience as a team/couple
· Contact details of 2 referees
·
Employment:
Due to Australian immigration regulations, applicants must have Australian work rights. We especially welcome applications from Aboriginal and Torres Strait Islander people and people from diverse cultural backgrounds.
Applicants will be required to provide:
·  A current WA Working with Children Check (WWCC)
· National Police Check (NPC). 
· Current fitness for work clearance from a qualified GP.

All appointments at the Diocese of Broome are subject to child protection legislation and pre-employment screening.
Please direct enquiries to: Diocese of Broome Business Manager, Felicity Sykes 0488 109 578
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