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POSITION DESCRIPTION 

Centre Supervisor 

 

Description: The Centre Supervisor is responsible for the day to day operation of the Port 
Hedland Seafarers Centre with the care and welfare of seafarers, and 
providing services to the public and tourists.  

Award: Social, Community, Home Care and Disability Services Industry Award 2010 

Classification: Level 5 

Reports to: Business Manager 

Direct Reports: • Shift Supervisors 

• Bus Drivers 

• Volunteers 

 

Responsibilities 

Area Duty KPI 

Staff Supervise employees • Employee turnover rates 

• Employee satisfaction 

• Assistance with employee recruitment 

• Timeliness and effectiveness of rosters 

Supervise volunteers • Volunteer utilisation 

• Assistance with volunteer recruitment 

• Volunteer satisfaction 

Maintain engagement and 
consultation with all staff 

• Staff morale 

Induction and training for all 
staff 

• Number of staff inductions 

• Number of staff training 

Work Health and Safety • Number and severity of incidents 

• Quarterly WHS Inspection 

Seafarers Supervise Shore Leave • Number of seafarers 

• Shore Leave utilisation 

• Number of complaints 

Supervise Crew Transfers • Timeliness of service 

Seafarer Hospitality • Availability of hospitality, clothing, books 
and literature 

• Number of referrals to the Chaplains 

• Number of items utilised by seafarers 

Ship Deliveries • Timeliness of deliveries 

Retail Manage retail operations • Number of transactions 



• Error rate 

• Store presentation 

Reporting • Accuracy and timeliness of financial 
reporting 

Tourism Facilitate Tours • Number of public and private tours 

• Customer satisfaction eg TripAdvisor 

Promote Seafarers • Number of people visiting the centre 

• Donations to the seafarers centre - cash 
and in-kind 

 

Selection Criteria: 

Essential: 

1. Strong ethos with the Christian faith 

2. Demonstrated management experience in medium size organisation 

3. Demonstrated communication and inter-personal skills  

4. Demonstrated ability to work in a complex and dynamic environment 

5. A valid C Drivers Licence with PTD 

Desirable 

1. A Certificate IV level qualification in Front Line Management or a relevant 

qualification or minimum four years experience 

2. Experience with volunteer management 

3. A valid HR Drivers Licence with PTD 
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