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Position Description
[bookmark: _Hlk58441020]Business Support Coordinator

Ethnic Communities’ Council of Victoria Inc. (ECCV) represents the voices of multicultural Victoria. 

We are a community based, member driven peak body for ethnic and multicultural organisations committed to strengthening and building our community through advocacy and leadership and by empowering people from culturally diverse backgrounds.

Our vision is to help build a culturally diverse and harmonious society that is just, fair, and inclusive for all Victorians. 

Our Values


· Integrity
· Empowerment
· Respect
· Courage
· Equality
· Compassion
· 

Position Specification

Position: 			Business Support Coordinator
Reports to: 		Business Manager
Hours: 			1.0 FTE (Full time)
Term:	30 June 2023
Salary: 	Social, Community, Home Care and Disability Services Industry (SCHCDSI) Award 2010 Classification Level 5

Position Statement
The Business Support Coordinator works with the Business Manager to provide business services to ECCV staff and volunteers, the Executive Officer, and the Board of Directors.  This includes finance, ICT, HR and administrative support. The role undertakes a range of professional duties including payroll and the management of accounts payable and receivable, as well as the coordination of a number of activities including recruitment, scheduling of services and liaison with service providers and suppliers. The Business Support Coordinator also provides general office administrative support to ECCV and the Business Manager.



Key Responsibilities

a) Business Operations 
Finance	
· End to end accounts payable and accounts receivable function including statutory requirements such as checking ABN and compliance with tax laws
· Bank reconciliation of all credit card payments
· End to end payroll function, including statutory requirements such as lodging Tax File declarations and single touch payroll
· Assist Business Manager with annual audit
· Maintain petty cash 
ICT
· Troubleshoot minor IT problems with staff and Board and refer more complex issues to IT contractor
· Liaise with IT contractor over new and departing employee requirements
Administration
· Responsible for front of house including coordinating and managing visitors and calls to the ECCV office
· Oversee facilities cleaning and maintenance
· Purchase of all supplies including stationery and staff amenities
· Coordination of office lists including rosters and calendars 
· Manage ECCV business email address
· Provide administrative support to the staff and board of management
· Coordinate the archiving and storing of ECCV records 
· Other duties as determined by the Business Manager 
HR 	
· Coordinate responses to job ads and liaise with managers and team leaders
· Assist with finalisation of recruitment process including rejection emails, induction documents and payroll setup
· Assist the Business Manager with induction and other staff training initiatives
b) Executive Support 
· Responsible for new membership applications from receipt of application through to approval and invoicing
· Coordinate monthly staff meetings and any associated resources in consultation with the Executive Officer
c) Staff Supervision
· Provide supervision and support for staff, contractors and volunteers including through induction, training, regular meetings


Qualifications & Experience
Tertiary qualifications in HR, ICT, Finance or Business Management or equivalent are highly desirable, with at least 3 years work experience in a related field.  

Key Selection Criteria
· Demonstrated experience in providing effective support to a wide range of business operations 
· Excellent organisation and time management skills
· Excellent communication skills, including written and verbal, and demonstrated ability to apply these skills when engaging with key stakeholders
· Excellent interpersonal,  negotiation and conflict resolution skills with an ability to build trusting relationships across a business
· Advanced ICT skills, including excellent proficiency in Microsoft Office suite
· Experience in using accounting software programs such as Xero or MYOB 
· Demonstrated experience in payroll, accounts payable and accounts receivable
· Experience working with CRMs and databases
· A strong ability to work effectively with people from culturally and linguistically diverse backgrounds.

Personal Qualities
· Actively engages with peers and others to build productive relationships based on mutual respect, collaboration and trust
· Interest in and knowledge of a range of cultures and a curiosity to understand the views of others
· Demonstrated commitment to ECCV’s values and temperament for engaging in behaviour that is values-driven
· Demonstrated commitment to achieving common objectives of the ECCV and drive and energy towards achieving work targets.
· Perseverance in achieving objectives despite limited resources, tight deadlines and occasional setbacks.

Conditions
· All conditions are in line with the SCHCADS Award.
· The role is subject to periodic professional review and development
· Some weekend and after-hours work may be required for which time-in-lieu can be claimed.
· ECCV is an Equal Opportunity Employer. 

Approved

Chris Christoforou
Executive Officer
June 2021
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