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RECEPTIONIST/ADMIN OFFICER
POSITION DESCRIPTION

GENERAL DESCRIPTION:

The Receptionist/Administration Officer is responsible for the administrative support of various projects conducted by the Association.  The position is a diverse position providing reception duties, secretarial support and assistance to the Information Support Officer as well as managers of various programs provided by the Association as required.  All functions of this position occur in accordance with the Association’s mission, objectives and priority outcomes.

LOCATION: 

Based at the Alzheimer’s Association of Queensland’s State Resource Centre, Bowen Hills, Brisbane. 

HOURS:

Full Time

RESPONSIBLE TO:
State Manager 

PERFORMANCE APPRAISAL: 

After six months initially and annually thereafter with State Manager.

SALARY: 

The Receptionist/Secretary will be appointed at the appropriate level under the Social and Community Services (SACS) Award.  Annual salary increments are dependent upon satisfactory work performance.

SUPERANNUATION: 

Employer contributions will be made on behalf of the employee to a superannuation fund as per the Social and Community Services (SACS) Award.

LEAVE ENTITLEMENTS: 

As per award.

VEHICLE USAGE: 

If required the Receptionist/Admin Officer will have access to an Alzheimer’s Association of Queensland vehicle for work-related duties when it is available but may be required to use their own vehicle and claim a kilometre rate.

DUTIES:
1. To operate the switchboard at the Resource Centre in a professional, courteous and helpful manner with calls being directed appropriately and accurate messages taken when necessary.

2. To provide administrative assistance including, but not restricted to, the collation of information for despatch to clients of the Association as requested by the Information Support Officer.

3. Update, manage and coordinate the Association’s published material ensuring that the publications are professional in appearance, relevant and distributed throughout the State.

4. To provide administrative assistance to other personnel of the Association and also to any other projects conducted by the Association.

5. To maintain a small lending library system including borrowers’ cards, reserve lists, borrowers’ database, overdue items, resource monitoring, cataloguing of new resources.

6. To ensure that the required statistical information is captured and recorded using appropriate software according to the requirements of the project funding body. 

7. Attend to postal requirements for the Resource Centre on a daily basis.

8. Any other duties as required.

EDUCATIONAL QUALIFICATIONS:

The successful applicant must have the educational requirements needed to fulfill each of the key selection criteria.  

EXPERIENCE:

Successful experience in administrative support, accurate keyboard skills, time management and prioritisation skills, internet and web site skills. Ability to manage a switchboard with tact and efficiency.   Library knowledge would be a distinct advantage. 

KNOWLEDGE:

1. Sound knowledge of Microsoft Office suite of software plus an aptitude to learn custom written database programs.

2.
Excellent customer service practices.

KEY SELECTION CRITERIA:

(Your written application must address each of the key selection criteria)

1. Demonstrated experience and ability to operate a switchboard in a professional, courteous and helpful manner.

2. Demonstrated experience and ability to provide administrative assistance in an efficient and effective manner.

3. Ability to capture and record statistical information using appropriate software. 

4. Demonstrated ability to update, manage, coordinate and distribute published and photocopied material. 

5. Highly developed interpersonal skills and demonstrated ability to work with other team members.

6. Demonstrated ability to work with minimal supervision and achieve positive outcomes within specified time frames.

