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POSITION DESCRIPTION 

Administration Officer 
 

Alexandra Community Hub Mission: Facilitating local opportunities for learning, community activities and services. 
 

 

Location:   Alexandra Community Hub (ACH) 
 

Reports To:  Coordinator  
 

Time Allocation:  15 hours with flexibility assured. 
 

Hours:   Flexible working hours, mutually agreed by ACH Coordinator. 
 

Commencement Date:   TBC 2025 
 

 

RELATIONSHIPS        
 

The Administration Officer will work closely with the ACH Coordinator to achieve goals that align with the ACH 

Mission. This role will be responsible for the efficient day to day operation of the office by performing administration 

tasks pertaining to the effective running of ACH programs, services and activities. Providing excellent customer 

service is key and in this role you will generally be the first point of contact for people engaging and coming into ACH 

including students, tutors, room hirers and the general public. 

PURPOSE OF THE ROLE 
 

The Administration Officer has the following roles and responsibilities:  
 

• Provide excellent customer service when attending to reception, phone and email enquiries.  

• Support program/course coordination and manage enrolments. 

• Manage venue hire bookings including maintaining calendar. 

• Handle cash to accept payments and manage petty cash. 

• Assist with the preparation of materials for programs/courses. 

• Assist in the creation and distribution of marketing materials in consultation with the Coordinator.  

• Data entry to support government reporting. 

• Other duties as required. 

 

ABILITIES/ATTRIBUTES/SKILLS  

• Excellent written and verbal communication skills including the ability to work effectively with diverse 

people. 

• Demonstrated ability to work both independently and as a member of a team, in a busy office environment. 

• Organisational skills, with the ability to self-manage, prioritise tasks, and work under minimal supervision. 

• Demonstrated people skills including respectful approach to fellow workers, committee members and 

volunteers, as well as the general community.  

• Approachable, non-judgmental, flexible, enthusiastic, self-motivated and willing to use initiative. 

• Strong attention to detail.   
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RESPONSIBILITY 
 

The position takes direction from and is accountable to the Coordinator, to assist with the proper day-to-day 

administration of Alexandra Community Hub.  Support and supervision of the incumbent will be provided by the 

Coordinator. 
 

SPECIAL REQUIREMENTS 
 

• Current driver’s license is required. 

• The appointment of the incumbent is conditional on a favorable Police Check and Working with Children 

Check 

• Up to date Covid Vaccinations 

  

KEY SELECTION CRITERIA 
 

• Demonstrated excellent skills in Microsoft Office Suite, including email, and the ability to learn other 

software platforms as required. 

• Experience attained through previous appointments and/or study of an equivalent level of expertise with a 

preferred minimum 2 years of proven administration experience.  

• Experience is posting on Social Media. 

• Proven experience working efficiently in administration. 

• Flexibility to work irregular hours when required.  

• Committed to a positive work ethic and to the principles of confidentiality.  

• Desirable current TAE Qualification 

 

SALARY 

 

The incumbent will be paid under the terms and conditions outlined in the Neighbourhood Houses and Adult 

Community Education Centre’s Collective Agreement 2024 or the equivalent Training Award commensurate to 

qualifications and experience. 
 

Employee Signature: _________________________________________________________Date________________ 

 

Coordinator/ACH Manager Signature: ___________________________________________Date________________ 

 

Performance review period: 3 Month probation period followed by annual review (Coordinator/ACH Manager)                              

 

Next Review Date______________________                               


