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	Position Description


	Position Title
	Administration Officer

	Employment Status
	Permanent

	Location
	Gold Coast 

	Award
	Labour Market Assistant Industry Award 2010

	Hours per week
	38 hrs per week.   Monday to Friday.   8.30am – 4.30pm

	About GCESS


	GCESS is a community based not for profit employment service that assists people with permanent disability to gain and retain award based employment in open community based work environments.

GCESS is contracted to deliver Australian Government funded employment services. GCESS is a part of the Disability Employment Services network and is funded by the Department of Social Services. 
GCESS has been a leading service provider in employment services on the Gold Coast for the past 25 years and in 2018, expanded into South Brisbane.  GCESS began in 1992 and offered employment support to 18 participants and was staffed by two full time and two part time employees. Today, GCESS now offers support to over 350 participants and has a team of 26 staff.  

	About the position
	The Administration Officer position is to provide administration support services as part of the administration team. The role of the Administrative Officer is primarily to provide support services to the administrative functioning of the GCESS office, financial records and systems. This role effectively and efficiently maintains a range of administrative functions and systems. 

The Administrative Officer carries out a range of administrative functions including administrative support to the Manager to ensure accurate reporting processes are in place, preparing financial reports to a high standard, maintain administration records encompassing planning skills required to operate a government funded community service inclusive of Quality Assurance System.  

	Key Result Areas 
	1. Office Operations
2. Administration Support
3. Reporting, Analysis and Records

4. Professional Development and Training

	Key Responsibilities
	The Administration Officer requires high level performance in the following key areas

	Office Operations


	1. Assist in the coordination of operational needs of the GCESS office to ensure effective and efficient delivery of services     

2. Purchase office supplies and equipment to ensure a safe, professional well maintained environment   

3. Co-ordination and the collection, recording and distribution of all mail services and records   

4. Conduct stationery audits and purchases for effective reporting and record keeping    

5. Work with relevant service providers or contractors in the repair and maintenance of office equipment or amenities  

6. Ensure the GCESS office is well maintained and professional in presentation to represent the values of the Service including reception areas    

7. Answer incoming calls, monitor call discharge, dissemination, and professionalism of calls across the organisation. Ensure phone messages are captured and recorded accurately and provided to staff in a timely manner   
8. Management of copiers / scanners inclusive of back up toner for all sites and maintenance including billing cycles     

9. Act as fire warden for Arundel Office
10. Co-ordination of all training room bookings for all internal and external training course.

11. Co-ordination and maintenance of assets register

12. Co-ordination and maintenance of a key register for all GCESS sites

13. Co-ordination and maintenance of the GCESS vehicle key register for all company vehicles

	Administration Support
	14. Provide administrative support to the Manager and GCESS staff

15. Maintain full range of staff personnel and administrative records

16. Order staff uniforms

17. Collect and forward motor vehicle logs, records and spreadsheets to the finance department

18. Reporting and follow up of all vehicle and property insurance, repairs etc. 

19. Assist in the development, implementation and evaluation of administrative policies and procedures

20. Assist in the mail out/online distribution of the GCESS newsletters

21. Maintain GCESS website to ensure information remains up to date and relevant

22. Minute taking for staff meeting and upload to ProjeX

23. Coordination of receipts and reimbursements for staff and participants

	Reporting, Analysis and Records
	24. Ensure financial compliance with government requirements

25. Assist in accurate and timely financial records

26. Assist to maintain all administrative accounting processes including monthly reports, monthly reconciliation, end of month / year processing 

27. Collate and file accounts, payments, receipts

28. Manage and claim wage subsidies at the end of each outcome period

29. Coordination of subsidy periodic payments and record keeping for claims

30. Administration Audits are maintained for all sites

	Professional Development and Training
	31. Engage and participate in professional supervision 

32. Engage and participate in any training and professional development

33. Engage and participant in the annual appraisal process 

34. Provide support and development for new staff


	Key Performance Indicators - Key Performance Indicators (KPIs) have been mapped to Key Result Areas (KRAs) 


	KPI
	Key Performance Indicators
	KRA

	1
	Office environment and equipment are well maintained and professional in presentation
	1

	2
	Ensure stationary and administrative audits are up to date and compliant
	1


	KPI
	Key Performance Indicators
	KRA

	3
	Assist to ensure administrative processes and frameworks are effectively planned and coordinated to provide sound reporting across the organisation
	2

	4
	All accounts and records processed on time and maintained accurately
	2

	5
	Undertake audit processes to ensure service compliance, safety standards are maintained and risk management frameworks are of a high standard
	2


	KPI
	Key Performance Indicators
	KRA

	6
	Reporting is provided accurately and to a high standard
	3

	7
	GCESS newsletter is mailed out on time
	3

	8
	Website information is up to date and relevant
	3


	KPI
	Key Performance Indicators
	KRA

	9
	Participation and goal setting in the annual appraisal process
	4

	10
	Positive and active member of the team
	4


	Conditions of Employment
	The following Conditions of Employment are required for the role of Administration Officer

	Experience
	Minimum 12 months experience in the Disability Employment Service Industry, Other Employment Services Industries, Community Sector, and Administration Positions. 

	Qualifications
	Essential:

One year’s experience in Administration or Business. Understanding of or knowledge of the community or human services field or the ability to acquire such knowledge and understanding. 

Desirable: 

Formal qualifications in a relevant field as related to the business of GCESS. This may include Cert IV or Diploma level, Degree or Post Graduate qualification in a relevant field.

	Knowledge
	Disability Services Act 2006

Disability Services Standards

Workplace Health & Safety Act 1995 (State)
Anti Discrimination Act 1991 (State)

Relevant State based Regulations

Professional Code of Conduct

	Probation
	This position holds a 6-month probation period and ongoing periodic performance evaluation through the Annual Appraisal and Professional Development process.


	Selection Criteria


	1
	Proven performance in the workplace including: a positive mindset, attributes and behaviours that model a positive outlooks, high level of interpersonal skills, professionalism, self motivation and being a positive team member including a capacity to resolve challenges and make sound decisions in challenging situations

	2
	Proven ability in written and verbal communication skills and proven experience in communicating effectively and positively with other team members, Participants, employers and other key stakeholders

	3
	Understanding of working with people with disabilities. Formal qualifications relevant to the role. Demonstrated experience relevant to the role and sector. Commitment to work within GCESS’s Professional Code of Conduct and Vision Statement

	4
	Demonstrated experience in an administrative role. Sound ability to maintain administrative processes, systems and policies

	5
	Be proficient in the use of various computer and financial software packages including Microsoft Word and Excel

	6
	Demonstrated ability to develop, maintain and evaluate administrative process, records and systems. Proven experience in analysis of financial records and systems to be able to report accurately on the organisations performance, planning and visioning


	Candidate Declaration


	I agree to abide by the details of this Position Description for the Administration Officer role.


	
	
	

	Name
	Signature
	Date


