
POSITION DESCRIPTION  
 

 

Receptionist/HUB Admin PD – May 2019 

 

 
TITLE: Receptionist/HUB Administration Officer 
 

 
 
EMPLOYMENT STATUS:  Fulltime 12-month contract 
 
AWARD DETAILS:  Health Professionals and Support Services Award 2010 –  
   Support Services: Level 3 
 
REPORTS TO:  Client Services Manager 
 
LIAISES WITH:  EDV staff, volunteers and service users 

  
LAST UPDATED:    May 2020 
 
 
 

ABOUT EDV 

 

Our Vision  

A future where the incidence, duration and impacts of all eating disorders are reduced and ultimately 

eradicated.  

 

Our Mission  

The Eating Disorders Foundation of Victoria is the primary source of support, information, community 

education and advocacy for people with eating disorders and their families in Victoria. We connect 

those whose lives are affected by eating disorders with the people, services and hope they need for 

recovery.  

 

Our Values  

We embrace the following values to underpin our vision and mission:  

 Respect  

 Acceptance  

 Hope  

 

Eating Disorders Victoria (EDV) is a non-profit organisation, which supports those affected by eating 

disorders, and their families. Eating Disorders Victoria also provides information, education and 

advocacy about eating disorders to the wider community. The organisational values are Respect, 

Acceptance and Hope, and these values underpin a philosophy of recovery. The organisation is led 

by a Board of Management, and is funded by state government, philanthropic funds, fee for service 

activities and donations. Much of EDV’s work is based on the principles of Mutual Support and Self 

Help. Volunteers are critical members of the team, often bringing their lived experience of eating 

disorders to their role, and enhance the organisation’s activities in a variety of ways including assisting 

EDV staff to respond to requests for information, referral and support, and in the provision of support 

groups and community education activities. 
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ROLE STATEMENT 

 
The role of the EDV Receptionist/HUB admin is to undertake activities that support the 
organisation’s services and programs. The incumbent will be the initial contact and representative of 
a busy Not for Profit supporting individuals with eating disorders and those who care for them. Key 
duties involve support for the clinical services, HUB services (volunteer run helpline), office 
maintenance and administrative responsibilities.  

 

KEY ACCOUNTABILITIES  

 

 Provide an initial point of contact for all who access the organisation’s services and 
programs, including welcoming those who attend the premises, responding to phone 
enquiries, managing emails and mailboxes, and supporting people who ‘drop in’ to access 
the HUB. 

 Assist the EDV clinical program by greeting clients, collecting paperwork, making 
appointments, processing payments, issuing invoices/receipts and administrative assistance 
to the Contract staff (psychologist and dietitians). 

 Volunteer Recruitment and Training Support 
1. Scheduling interviews and communicating with Prospective Volunteers about details 

of EDV site 
2. collecting identification and processing checks and balances for all new volunteers 

and requesting updates when needed 
3. Booking rooms, Zoom and equipment for Volunteer Training 
4. Sending and collecting feedback options on trainings 

 Supporting Hub through general administrative tasks 

 Providing clear and up to date messaging on EDV Psychology and Dietetics news to all Hub 
Volunteers 

 Assisting with updating Volunteer Manuals as required to include all new technology, 
information and processes 

 Process, manage and maintain designated paper and electronic filing systems, databases 
and registers as required. 

 Manage office, kitchen and stationery stock and equipment. 

 Additional duties as directed by the Managers and CEO. 
 

KEY SELECTION CRITERIA 

 
Essential: 

 High-level communication skills (both written and verbal) and the ability to build rapport and 
adapt approach according to the audience. 

 Ability to provide high quality customer service to internal and external contacts. 

 Excellent time management, problem solving and organisational skills. 

 Ability to work independently within a busy environment with frequent interruptions. 

 Experience and knowledge in Microsoft Office products, IT equipment and general office 
equipment. 

 Ability to successfully undertake duties and achieve agreed goals within a team environment 
as well as independently applying own initiative. 

 
Desirable: 

 Experience working in a mental health service, medical practice or similar. 

 Good knowledge of eating disorders and/or other mental health issues. 

 Experience with patient records management systems. 

 Experience in Medicare billing. 

 Experience with Salesforce CRM 
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CONDITIONS OF CONTRACT 

 
Location: The position will be based at the EDV office on Level 2 of the CFC Community Centre 
(corner Lulie and Abbot Streets, Abbotsford). 
 
Employment conditions: 

 Working hours are: 
Mon-Fri 7.6hrs excluding lunchbreak. Typical hours will be 9am-5.30pm, however on occasion 
the clinic psychologist/dietitian appointment times may start earlier or finish later. This will be 
negotiated in advance.   

 Subject to satisfactory Working with Children Check, National Police Check and completion of 
Conflict of Interest Declaration. 

 Probationary period will apply (3-months). 
 
Ethical requirements: 
All EDV staff are required to adhere to the EDV Code of Ethics, Code of Conduct, Core Values and 
guiding principles and relevant organisational policies, practices and guidelines. 
 
Wellness criteria:  
EDV values the lived experience of volunteers, staff and board members in the organisation. 

For anyone with history of a mental illness, including eating disorders, we recommend a two-year 

recovery period and a ‘Declaration of Wellness’ so that all connected with EDV are able to look after 

themselves and be supported. 

 


