
 

Position Title: Business Coordinator  

Location: Hobart 

Reports to: Business Development Manager 

 

Background: 

The Tasmanian Land Conservancy (TLC) is a for-purpose, environmental organisation that protects 
nature on private land. Since inception in 2001, we have grown to be one of the largest private 
landholders in Tasmania, currently employing 20 people. Our annual income of more than $2m is 
derived from philanthropy, grants and conservation business opportunities and our vision is for 
Tasmania to be a global leader in nature conservation. 

The TLC values diversity and respects people, cultures and communities. We treat each other equally 
and fairly. Our culture fosters an environment of open and transparent communication where 
excellence is nurtured, inquiry encouraged and achievements celebrated. We are committed to 
providing an environment that empowers our staff to participate, learn and thrive. 

 
 
 
Scope of Position: 

The Business Coordinator works within the Business Team to provide financial and administrative 
support to the TLC. The position requires duties to be undertaken with limited supervision and requires 
initiative to balance competing demands to meet designated timeframes. The position is the first point 
of contact for external enquiries. 
 
Responsibilities 

1. Administer the efficient delivery of organisational accounts to trial balance stage monthly 
including processing and payment of accounts, invoicing, payment of ATO obligations and bank 
reconciliations.  

2. Preparation of the fortnightly payroll for employees, payment of quarterly superannuation 
contributions and maintenance of employee records. 

3. Provision of financial and administrative support for conservation business activities such as the 
production of job profit and loss reports, reports detailing the status of grant funding and 
general ledger queries. 

4. Liaise and provide transactional testing support to the auditors and provide assistance to the 
CEO in the preparation for the annual report. 

5. Administer any project work as directed.  



6. Process and record the TLC’s annual payment of property rates and taxes to enable TLC staff to 
access property information. 

7. Manage documents related to property sales and purchases including contracts and covenants. 
8. Coordinate staff meetings (minute taking when required), staff training and annual performance 

review schedules.  
9. Maintain a register of the TLC’s contractual commitments including service agreements and 

grants and communicate milestone obligations to the responsible manager.  
10. Liaise with external service providers such as solicitors, banks, state and commonwealth 

government agencies 
11. Manage the provision of general office supplies including consumables, stationery, office 

equipment and cleaning supplies. 
12. Assist with the coordination of WHS and housekeeping requirements for all TLC offices. 
13. Assist with the management of the vehicle fleet. 
14. Assist in the management and daily operation of the IT infrastructure in conjunction with 

contracted service providers. 

Skills and Experience 
 
Qualifications 

1. Relevant qualifications and demonstrated experience in finance and general business 
administration.  

2. Manual driver’s license 
3. Current first aid certificate 

 
 
Selection Criteria 

1. Experience in an office environment with a financial and administrative focus. 
2. Sound understanding of modern accounting practices and standards.  
3. Demonstrated experience in administering contracts. 
4. Experience and understanding of the NGO/ for purpose sector. 
5. A demonstrated interest in nature and the environment and particularly in practical 

environmental conservation. 
6. Ability to work effectively as a member of a small, highly skilled team with a strong outcome 

focus. 
7. Good command and understanding of common office software such as MS Word, MS Excel, 

MYOB and Salesforce.  
8. Ability to meet deadlines, including successfully prioritising and managing tasks. 
9. Self-motivated and the ability to work independently and with initiative.  
10. High level verbal and written communication skills. 
11. The ability to communicate positively with a broad range of people.  

 

 

A remuneration package including statutory superannuation is supplied with an annual salary range of 
$64,926 - $72,954 (pro rata) commensurate with qualifications, skills and experience.  



 

This position may be full or part time (0.9FTE). The TLC provides a flexible work environment where a 
good work-life balance can be maintained.  

 
 

 
 
 
 

        


