
 

 
 
 

Helping all young people be happy and well 

Office Coordinator 
January 2020 

 
Reporting to:  Director of Operations 

Direct Reports: N/A 

Status: 2 year maximum term contract Part-time (5 days, 5 hours per day) 

Salary range: ~ $55,000 gross + super, pro-rated for part time (NFP salary packaging 

available) 

Location: Sydney 

 

About the organisation 

ReachOut is Australia’s largest online mental health organisation for young people and their 
parents. Our practical support, tools and tips help young people get through anything from 
everyday issues to tough times – and the information we offer parents makes it easier for 
them to help their teenagers, too. 
 
We’ve been changing the way people access help since launching as the world’s first online 
mental health service more than 20 years ago. Everything we create is based on the latest 
evidence and designed with experts, and young people or their parents. This is why our 
digital self-help tools, peer support and coaching services are trusted, relevant and easy to 
use. 
 
Available for free anytime and pretty much anywhere, ReachOut is accessed by more than 2 
million people every year. 

 

About the role 

The most important thing you can bring to this role is a real 'can do' attitude, where no task is 

too big or too small for you. Your ability to prioritise tasks, take initiative and work with a 

‘never leaving things that you can do today till tomorrow’ attitude will be key to your success 

in this role. You are keen to learn and make a positive contribution to ReachOut. 

The Office Coordinator is responsible for the smooth, day-to-day running of our office, 

including receptionist duties, maintaining the office environment, and attending to general 

enquiries in person, on the phone or via email. 

You will be working closely with the Director of Operations, Senior HR Manager and the 

Operations team to support them with their operational tasks and ad-hoc projects. To do this, 

you will have skills in administration and customer service. You will need an understanding 

of MS Word, Excel and Google Apps.  
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Main Responsibilities  

Reception 

 Answer the main phone, direct calls and take messages 

 Greet visitors and provide a positive first impression of ReachOut 

 Manage the info@reachout.com email 
 

Office Administration 

 Take responsibility for the overall presentation of the office environment ensuring 
reception, kitchen and common areas are presentable 

 Coordinate maintenance of office equipment, stationery and kitchen supplies 

 Ensure the efficient operation of the meeting rooms and kitchen 

 Organise catering for internal and external meetings 

 Assist with induction of new staff, including Information Communication Technology 
(ICT) setup and desk and computer/laptop setup 

 Liaise with ReachOut’s ICT support to resolve issues 

 Liaise with the building manager and coordinate repairs and maintenance 

 Ensure storage, furniture and meeting room technology is appropriate and well 
maintained 

 Act as the key point of contact for the external IT supplier, ensuring requests and 
tasks reflect policies and procedures 

 Support WHS initiatives – deliver regular staff training sessions and be the fire 
warden for the office 

HR 

 Assist with HR processes and procedures 

 Administer ReachOut’s Working with Children procedures 

 Maintain the organisation chart and seating plan 

 Assist with Board, Committee, and staff functions 

 Support HR with ad hoc tasks and projects as required 
 

 

You will work closely with: 

With Purpose 

1. Director of Operations The Director of Operations provides ongoing management, 
support and direction 

2. Operations Team Participate as a positive and contributing team member 

3. Senior HR Manager Provide efficient and timely support 

4. Broader ReachOut 
organisation 

Provide efficient and timely administrative support 

 

To be successful in the role, you need:  

 Strong communication and interpersonal skills 

 Previous MS Office (Word & Excel) experience  

 Ability to effectively manage your time and prioritise tasks 

 Experience providing administrative support in an office environment 
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 Ability to identify efficiencies and streamline processes 

 Ability to work effectively with a wide variety people 

 Proactive, can-do attitude 

 Strong attention to detail 

 Able to live ReachOut’s values and behaviours 

 

We also think it would be helpful to have: 

 CRM/database management experience. We use Salesforce. 

 First Aid certificate 

 


