Kunawartit

Aboriginal Corporatior

Job Description —Store and Accommodation Manager

Business background

The business is owned by the local Indigenous organisation and comprises a Store
(Supermarket) which is the main retail grocery outlet in the town of Kunawarritji, together
with accommodation units.

Given the location of the town the level of trade through the business is very seasonal and
fluctuates with the traditional tourist travel patterns. The community is on the Canning Stock
Route

The Store also employs support staff from the local community with primary duties including;
unpacking stock, stocking shelves, customer service / check-out and other assigned tasks.
The continuation of this role is currently under review, and alternative arrangements are
being considered in terms of how this function can be completed.

There is self-service fuel available on the premises.

The community is currently having 4 new houses built and all houses in the community are
revising a upgrade.

The Position

The owners of the Kunawarritji Store and Accommodation are seeking to employ a suitably
experienced Manager to take on the daily operational responsibility of the business. This
includes the Store, Accommodation and community centre.

The position is considered AS 1.5 role with the Managers being responsible for the
allocation of daily tasks to support staff and ensuring that the business operates effectively
and efficiently on a daily basis.



The role of Manager is supported by support staff in carrying out duties in the following
areas:

+ Store sales

* Housekeeping

+ Laundry

+ Grounds maintenance
* Reservations

In terms of financial reporting and monitoring an external Bookkeeper and Accountant will be
engaged to perform the data entry, accounts preparation and BAS reporting tasks associated
with the business. However, it is expected that the Manager will have a sound knowledge of
Smartr Retail software packages and be accomplished in interpreting and understanding key
financial statements.

The expected hours of duty for the Manager will vary throughout the year however the
Manager is expected to be on call during business operating hours. The Store will trade
seven (7) days a week from 8am — 5pm between the months of April — October; and six days
a week Saturday 9 to 13 between the months of November — March.

The Manager works a 5 day week with support staff filling the role on the remaining 2 days
(seasonal, above)

With regard to the core duties to be performed by the Manager the following is required:

+ Daily operation of the Kunawarritji Store and Accommodation

+ Management of Store inventory and stock control, including ordering

+ Allocation of daily tasks to all staff associated with the store, accommodation

* Preparation and lodgement of daily banking including daily reconciliation of sales

+ Management of all inward and outward correspondence

* Responsible for business compliance with all applicable regulatory and legislative
requirements e.g. fuel storage, handling, stowage of chemicals etc

* Responsible for all human resource management matter

» Responsible for the overall presentation of the property is maintained to a high
standard ensuring that facilities are kept clean and essential services in good working
order

* Responsible for the development of an annual marketing plan for the business (to be
developed in accordance with the budget set by the owners)

The Manager is expected to engage with the local community in order to raise the profile
of the business and encourage patronage. Furthermore, the Manager is expected to make
every effort to employ local indigenous people in the business.



Essential Criteria

The position of Manager, Kunawarritji store and Accommodation is a highly autonomous role
with high level direction provided by the CEO of Kunawarritji Aboriginal Corporation. In simple
terms, the Manager is provided the scope to run the business in accordance with direction
and parameters provided and will be required to report to the CEOQ, initially on a weekly basis,
and on a quarterly basis in the medium — long term. With this in mind the essential criteria
held by potential applicants should include:

* High level experience working in store retail sector and tourism industry
» Experience working with Smart Retail and Compac fuel software

« Sound financial skills and understanding of key financial statements

+ Strong ability to assume responsibility and lead a small team of people
» High customer service ethic

* High level communication skills

* High level computer literacy

It should be noted by applicants that the essential criteria are mandatory requirements that
must be addressed in any application for this position. Applicants are strongly encouraged to
demonstrate how these skills have been acquired.

Desirable Criteria

Although the business is relatively simple by nature this position holds considerable
responsibility for its overall success. It is envisaged that success will not result from the
Manager completing all tasks himself/herself. Instead, success will be achieved through
strong leadership, good business sense, and the ability to work with, and understand, the
local indigenous community. This understanding includes local customs, practices and
traditions and the need to accommodate these aspects at times, which may in turn cause
some inconvenience to business operations. In many ways this point underpins a number of
the desirable criteria sought of applicants as follows:

* Previous experience working in remote indigenous communities
+ Demonstrated experience in training or coaching indigenous Australians

* Broad understanding of Australian Indigenous culture and contemporary issues
relating to employment barriers

+ Experience in delivery of traineeships, apprenticeships etc
* Understanding of tourism marketing and associated networks

Performance Measures

The successful applicant will need to meet agreed performance targets associated with the
role. These targets will form the basis of performance reviews which will be conducted every
six (6) Months after an initial probation period of three (3) months. The performance targets



will also be the basis against which bonuses may be payable to the Manager for exceptional
performance of duties. The method of calculating this amount will be determined in
conjunction with the successful applicant. Although subject to further discussion with the
successful applicant the performance targets are considered to be based on the following
key areas:

+ Trading levels

+ Financial performance

» Customer satisfaction

* Indigenous training and employment
* Presentation of the property



