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Community Administration Officer
Title:


Community Administration Officer
Location:

MIDLAND, Western Australia

Status:
Permanent part time, 18 - 20 hours per week, 3 days
Wage Range:
$50,700 - 58,500 pro rata plus 9% superannuation (37.5 hour week basis).  Hourly rate will range from $26 to $30 per hour.
Award:
Banking, Finance and Insurance Industry Award (MA000019)

Level 4
Responsible to:
Corporate Manager 
1.
Role

The role is a support role reporting to the Corporate Manager, it provides administrative support for accounts processing, office management, corporate activities and community investment as required. 
2.
Responsibilities

The responsibilities of the role are:

Corporate office administration
· Provision of administrative support and services including:

· Office administration, reception, purchase of office amenities and stationary, general records management and corporate services support.

· Preparation of meeting and event logistics with direction from Corporate Manager
· Preparation of correspondence as required;

· Maintenance of correspondence register and current business and community contact details register; 
· Maintain corporate records, both hard copy and electronic, in a professional manner in accordance with the systems and processes established by the company;
· Maintain records within the computer systems using MS Office and Small Business Server, liaising with the IT professionals as required for system management;
· Liaise with, and support, the Corporate Manager in all aspects of her role where required to support company operations
Marketing, communication and public relations

· Assist with the preparation and production of marketing  and advertising materials, particularly ensuring that approval paperwork is complete and accurate records maintained;

· Assist with the preparation of community and shareholder communications including newsletters and the Annual Report;
· Assist with ensuring that information, correspondence and materials promoting the company and its activities are regularly reviewed and updated;

· Maintain content on the company website so that it is current and accurate
Community Liaison 

· Effective community liaison skills are an essential element of this role, it requires the ability to manage diverse interests while maintaining a positive relationship;

· Assist with community enquiries for funding support or other assistance;

· Management of minor sponsorships;

· Preparation of sponsorship, assistance and funding agreements;
· Liaison with community groups to ensure that paperwork is completed correctly and efficiently;

· Liaison with community groups on sponsorship requirements;

· Coordination of EFTPOS machine and market stall bookings and community event ticket sales and processing;

· Adhere to and maintain community support application processes and systems;

· Attendance at events, functions and meetings as the company and board representative as required; and
· Promotion of the company where required in a professional manner
Other
· It is also envisioned that this role will provide support to both the Corporate Manager and Accounts Officer in covering some aspects of their roles/duties as required to cover annual or sick leave.
· Experience using Microsoft Office including Powerpoint, Publisher, Word and Excel is essential as the position will require the preparation of minor artwork such as invitations and certificates, presentations for meetings, high volume mail distribution requiring mail merge for addressing, letters, attachments etc.
· A strong focus on and aptitude for customer service is required and experience in handling awkward situations or parties with diverse interests is desirable.
· Undertake training as required to maintain currency of skills and knowledge in relevant areas.
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