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REPORTS to Chief Operating Officer NAME  

NAME Ruth Rozario Acceptance signature  Date                                                      

APPROVED 
signature                                                         

15 October 2019 ABOUT NO TO VIOLENCE 

DATE EST./ 
REVISED 

October 2019 For 25 years, NTV has been working with men who use family 
violence. We specialise in effective evidence-based engagement of 
men. Our expertise in challenging their beliefs, attitudes, behaviour 
and choices has enabled us to develop standards, programs and 
training that have influenced national developments. Out work 
takes courage and commitment and it takes courage from our 
community to recognise that working with the men who use family 
violence is a critical step in ending the harm their behaviour causes. 
 
NTV is the largest peak body for organisations and individuals 
working directly with men to end family violence in Australia. We 
provide telephone counselling, information and referrals every day 
for men in Victoria, New South Wales and Tasmania. As a pro-
feminist organisation, at the centre of our work is the safety of 
women and children. We believe that by ending men’s violence, 
families can lead better lives. 

DIRECT 
REPORTS 

 Receptionist/ Admin assistant  

TEAM Operations   

POSITION 
TERM   

Full Time 

LOCATI
ON 

NTV office 

 

PURPOSE OF THE POSITION 

The Office Services Coordinator is responsible for ensuring the efficient and effective operation of NTV’s office premises, facilities 
and administrative services and supplies to all NTV staff, to facilitate the smooth operation of the office and ultimately the 
workflows. The role manages the Receptionist/Administrative Assistant and ensuring all administrative and reception services, 
are of consistently high quality, covering each working day from at least 9 am to 5 pm.  

 
The Office Services Coordinator continuously develops NTV’s administrative practices and processes as part of the on-going 
review and development of service delivery standards, information management/record-keeping practices and procedures, 
knowledge-sharing and professional development activities. 

 

KEY AREA KEY RESPONSIBILITIES 

Team 
service 
leadership 

Manage the Receptionist and Administrative Assistant (including being responsible for the recruitment, 
induction and performance of the role), ensure they supply the best administration support and service to all 
staff when required 
 
Continuously develop NTV’s administrative practices and processes to improve service delivery, information 
management/record-keeping practices and procedures, knowledge-sharing and professional development 
activities. 
 
Provide coaching, mentoring and training support to the administrative team to keep them motivated and 
operating at their peak.  
 
Manage staff work load and provide assistance when needed. Ensure their tasks are delivered on time, evaluate 
and seek feedback; ensuring high levels of service; including, welcome service at reception and phone, member 
initial enquires, database of contacts, event management, (catering, venues etc.), reports and presentation 
materials, meeting arrangements, training arrangements, printing order coordination, mail management, 
communication with service providers, Board member support when required, (helping the CEO EA as 
requested), etc. 
 
Prepare monthly reports for management on all administrative activities that occur within NTV. Responsible for 
improving the reports to ensure that information provided is relevant and has value.  
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KEY AREA KEY RESPONSIBILITIES 

Building 
Equipment 
Supplies 
and 
Services  

Manage and maintain an up-to-date asset register, including furniture and equipment (including laptops, 
computers and associated hardware, telephony and mobile phones etc.), report problems. 
 
Manage and maintain relationships with suppliers, leasing agents and contractors responsible for servicing 
NTV’s office(s) including responsibility for: 
I.the purchase, repair and upgrade of office equipment and fixtures and fittings 

II.the valuable supply and availability of office supplies 
III.the valuable supply and consistency of NTV’s ICT service delivery  
IV.the quality of office cleaning  

 
Plan and project manage office moves, including relocations, and building repairs/renovations, as necessary 
 
Project manage any requirements for additional and/or new office space/premises and associated fit-out, 
furniture and equipment supplies etc.  
 
Ensure all expenditure represents value for money and managed within approved budgets and all purchases 
adhere to agreements (this includes responsibility for reconciling the office services assigned credit card). 
 
Play a leading role in supporting NTV’s business continuity planning and disaster recovery activities, including 
compiling and maintaining accurate and up-to-date records for all key contact points (internal and external), 
ensuring availability of and access to equipment, including computers, telephones and alternative workspace 
etc. 
 
Manage and maintain accurate and up-to-date, best value supplier and service provider list of information 
(hard copy and soft copy as appropriate) of building, office and equipment needs and other relevant 
information to support the efficient operation of NTV’s core services; Training, telephone counselling and 
Peak body support. 

Work 
health and 
Safety  

Play a leading role in ensuring the operation of a safe work environment and safe systems of work across 
NTV’s office(s), including undertaking regular health and safety checks around the office, identifying, 
recording and rectifying any potential hazards. Enlist OH&S representatives to take responsibility for their 
work areas 
 
Co-ordinate the purchase of any office-related safety equipment, including first-aid equipment and supplies. 
Co-ordinate the testing of all electrical and health and safety equipment through the relevant contractual 
arrangements. 
 
Ensure the operation of visitor sign-in/sign-out arrangements at reception, ensuring the safety of people in 
our care. 
 
In consultation with the HR Manager, ensure all new starters participate in an orientation process to 
familiarise them with their new work environment and related work health and safety matters. 

Security 
and 
Compliance
/Risk 
reduction 
to services  

Co-ordinate timely, effective staff back-up administrative support and reception services at all times including 
periods of leave, lunch-breaks, meetings etc. 
 
Review, develop and implement policies and procedures, in consultation with the COO, which set standards of 
efficient and effective operation administrative support services.  
 
Support NTV’s compliance obligations, managing Work Health & Safety issues, procedure compliance for QIP 
accreditation, record keeping, record retrieval, business continuity and disaster recovery. 
 
Ensure all NTV’s IT records have sufficient back up and retrieval mechanisms and proper document control. 
Assist with the maintenance of IT Security 
 
In consultation with COO, develop and maintain efficient and effective systems, processes and standards for 
managing information and data (including accessing, retrieving, storing and archiving) relating to the 
administration of NTV’s business affairs. 
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KEY AREA KEY RESPONSIBILITIES 

Ensure NTV personnel receive appropriate training in the operation and use of office equipment, including 
computers and information management systems (hardware and software). 

 

ADHERE TO these POLICIES, FRAMEWORKS and SYSTEMs WORK with these STAKEHOLDERS and their 
SYSTEMS 

✓ NTV organisational policies, processes and procedures 
✓ NTV policies, Code of conduct and Procedures, (that are revised from 

time to time).  
✓ Model the organisation’s values, play a role in raising the profile of these 

values and associated behaviours across the organisation including a 
positive contribution to workplace harmony and displaying cooperative 
team behaviour 

✓ OHS Policy. 

✓ NTV Staff and Board 
✓ NTV Members and Clients 
✓ Contractors, consultants, advisers, researchers  
✓ Essential service providers  
✓ Building managers etc.  

 

EXPERIENCE AND QUALIFICATIONS 

ESSENTIAL 
• Prior experience of managing an office services function and 

supervising a small team of reception and administrative 
support staff 

• High-level of proficiency in the use of office equipment, 
information management systems and the MS Office Suite. 

• Proven ability to work calmly and effectively when dealing with 
changing work priorities and challenging timelines for service 
delivery. 

• Excellent work planning, organisational and time management 
skills, including the ability to manage conflicting work priorities 
and ensure attention to detail. 

• Ability to provide troubleshooting services in relation to basic IT 
problems and to learn and support and manage the 
implementation and operation of new technologies. 

• Proven experience of developing effective procedures which 
underpin the operation of organisational administrative support 
services 

DESIRABLE 

• Excellent verbal communication and presentation 
skills  

• Prior experience working in a not-for-profit 
organisation 

• An understanding of working with people from 
culturally and linguistically diverse communities, 
LGBTI people and people with disabilities 

• An understanding of the gendered nature of 
family violence and the need for appropriate 
responses. 

• Service provision approach, cooperative and 
solution driven 

OTHER REQUIREMENTS 
▪ Legal entitlement to work in Australia   and a clear Police and Victorian Working with Children checks. 
▪ Demonstrated belief in violent men’s behavioural change and the effective impacts of our work 
▪ A personal commitment to the practice and principles of non-violence, justice, social inclusion and gender equity  
▪ High professional ethics, use of confidentiality, discretion and initiative to stay focussed on reducing FV, within job scope  

▪ Commit to working inclusively with Aboriginal and Torres Strait Islander people, people from culturally and linguistically 
diverse communities, LGBTQI and people with disabilities  

End  


