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POSITION DESCRIPTION 
Title:
Administration Assistant 
Enterprise Agreement:
Community Sector Multiple Enterprise Agreement 2009 
Classification:
Administration
Usual work location:

Bimbimbie Administration Office, Short Street, Merimbula NSW 2548
Cost Centre:


People & Culture - 870
Usual hours of work:
Full-time (76 hours per fortnight) 
Position Objective:
To provide effective administrative assistance to the Training Co-ordinator/s. 
To provide the best possible assistance and service to ACG services and customers which result in positive promotion of the Anglicare Canberra & Goulburn Registered Training Organisation.

To project and contribute to the activities, services and programs of the Registered Training Organisation in a positive, professional and friendly way.
Position Responsibilities:

· Establish & maintain effective administrative systems including training calendars, evaluations, filing systems and databases.

· Arrange training courses including trainers, venues, learning materials, training aids, registrations, travel, accommodation and invoicing.

· Produce a quarterly Training newsletter.

· Positively promote the activities, services and programs of Anglicare Canberra & Goulburn and the Anglicare Canberra & Goulburn RTO.

· Attendance at meetings & typing of minutes as required.

Key behaviours:

Administration & Documentation
Ensure that all administration and documentation requirements are initiated and completed in a professional and timely manner.

Communication





Communicates clearly and accurately – listens to and understands the views of others.




Flexibility

Recognises and responds to unanticipated events and requirements or sudden changes of priority. 

Job Motivation

Is a self-starter and self-motivated and maintains a high level of enthusiasm for work responsibilities.
Reliability

Adheres to routine and follows instruction in order to ensure consistency in process and result.

Key skills:




· Excellent customer service skills with an exceptional telephone manner. 

· Advanced level skills in the Microsoft suite of applications (Word, PowerPoint, Publisher, Excel, Access).

· Excellent verbal and written communication skills.

· Demonstrated capacity to work as an effective member of a team or independently as required
Key knowledge areas:

· Information Technology 

· Administrative Systems and procedures
· Sound knowledge of Microsoft Office suite (Word, PowerPoint, Publisher, Excel & Access) 
· Knowledge of the Vocational Education & Training Sector would be advantageous

Key experience:


· Experience in developing and maintaining administrative systems.

Qualifications:



· Relevant administrative/business qualifications
· Current drivers licence.

Reports to:

Registered Training Organisation Training Coordinator 
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