
 

 

 
Tenancy Officer – Accommodation Team 
 

Status: Full-time 
Hours: 38 hours per week 
Award: MDA Enterprise Agreement 2016 

Salary:   Level 4.1, $69,199.52 per annum + 9.5% super + salary sacrifice 
option 

Reports to: Accommodation Team Leader 
Contract Period: Ongoing  
Probation Period: Six (6) months 
Location:  Brisbane, Logan, Gold Coast and Ipswich regions 
 
About Multicultural Australia  
Multicultural Australia is a leading Queensland multicultural organisation. We aim to grow 
multicultural values across our State and to empower newly arrived Queenslanders from 
diverse cultural and language backgrounds through advocacy, community development and 
a range of client services. 
 
Our main objective is to create a welcoming, inclusive and economically stronger 
community here in Queensland. We are passionate about working to ensure that new 
Queensland refugees, migrants and international students are included, skilled and thriving. 
Multicultural Australia currently has over 220 staff, 100 Cultural Support Workers and 200 
volunteers.   
 
Multicultural Australia’s Character and Values  
We are a value based organisation and our values alignment is key to achieving success in 
the Tenancy Officer role. The principal measure of performance in this role will be the 
evidencing of delivery of the Multicultural Australia Way (attached). The statements which 
provide the ingredients of the Multicultural Australia Way represent our cultural values and 
define the expectations of Multicultural Australia staff in performing their roles and 
interacting with clients, stakeholders and each other. An integral part of this role is to model 
and enhance the philosophies, attitudes, behaviours and practices defined in the 
Multicultural Australia Way. 
 
About your contribution  
The Tenancy Officer will work with Multicultural Australia’s Accommodation Team (a 
Government funded program) to assist in managing head lease properties, co-ordinate 
entry/exit condition reports, liaise with the property manager for through-out tenancy 
maintenance, coordinate property handbacks and assist in transitioning clients to 
independent tenancies on the private rental market.   

What you can expect to do 

1. Provide accommodation related assistance to achieve the relevant KPI’s for each of 
the accommodation programs;  



 

 

2. Conduct or coordinate entry condition report (for Multicultural Australia as tenant and 
landlord) within 2 business days of property pickup and return to agent within 3 
business days; 

3. Assist in post-arrival lease signups providing appropriate tenancy education to 
clients to understand the terms of their lease agreement, rent and utility 
responsibilities, entry condition reports and ownership of furniture package with 
relevant language support and cultural advice; 

4. Ensure clients are provided with copies of all documentation and utilities are 
transferred to client name at 28 days; 

5. Where required, assist with preparing property for new arrival including utility 
connection, key pick-up and cutting and Basic Household Goods (BHG) order to 
suppliers; 

6. Schedule and undertake routine inspections as required; ensuring emergency and 
non-emergency maintenance is conducted in line with procedures; 

7. Coordinate the handback process for properties no longer required; 
8. Coordinate lease successions, and assist clients to apply for succession of tenancy 

and facilitate transition to independent tenancies; 
9. Complete and keep up to date service delivery in Console and relevant case notes in 

CSNet as required;  
10. Escalate issues, concerns and provide feedback to team and Team Leader as 

required; and, 
11. Any other relevant duties as directed by line management. 

 
In addition to the duties listed above all Multicultural Australia staff are expected to: 
 

1) Respect and abide by the vision, mission and values of the organisation. 
2) Ensure that their conduct is consistent with provisions of the Multicultural Australia 

Code of Ethics and Conduct. 
3) Comply with the provisions of relevant Multicultural Australia policies and 

procedures. 
4) Comply with the provisions of Multicultural Australia’s Workplace Health and Safety 

framework including policies, procedures and safe work systems that relate to their 
role, program area or Multicultural Australia as a whole. Information and training will 
be provided to successful candidates. 

5) Carry out general administrative functions related to their role and to the effective 
and efficient functioning of Multicultural Australia as a whole. This will include the use 
of computer-based calendar and information management systems.  

 
Induction training relating to policy and procedures, workplace health and safety and 
Multicultural Australia administrative systems will be provided to successful candidates on 
appointment. Additional training in relation to IT systems and software will also be provided 
to successful candidates where necessary. 
 
What we need from you 
 
Essential Skills/Experience  

1. Passion to work as part of a team to deliver exemplary tenancy management and 
support for newly arrived Queenslanders; 

2. Relevant experience and qualifications in the field of Social Work, Property 
Management, Community/Human Services, Public Housing (or similar field).  



 

 

3. High level of interpersonal, written and communication skills, including the ability to 
communicate effectively with people from a wide range of cultural and linguistic 
backgrounds; 

4. Excellent time management and problem-solving skills; 
5. Ability to successfully and appropriately convey and facilitate important Australian life 

skills (specifically regarding accommodation) so that clients are able to independently 
establish their lives in Australia; 

6. Excellent working knowledge of Microsoft Office applications including Outlook, Word, 
Excel and experience working with databases, and the ability to deliver high quality 
professional documents;  

7. Experience in liaising with various stakeholders in the accommodation/and or real 
estate sector; 

8. Valid Queensland driver license; and, 
9. Possession of, or willingness and eligibility to obtain, a Blue Card (Working with 

Children Suitability Card in accordance with the Commission for Children and Young 
People and Child Guardian Act 2000) and Police Clearance Check. 

 
Desirable Skills and/or Experience 

1. Relevant experience and current qualifications in the field of real estate and/or, 
preferably REIQ Certificate IV in Property Services;  

2. Prior experience working in a property management, real estate setting with sound 
knowledge of relevant residential tenancy legislation; 

3. Previous experience in providing practical support to Multicultural Australia’s client 
groups; and, 

4. Experience using Console. 
 


