
Administration Officer Position Description

Version: 1.0 Position Title: Administration Officer Salary Range: $45,000 to $55,000 pro-rata +
statutory 10% superannuation

Term: Part Time,
0.6 FTE

Position Reports To: Renewable
Energy Program Manager

Duration: Fixed term commencing early
September 2021 to 30th June 2022
(renewal subject to funding)

Date: 27-Jul-21 Location: Greater Geelong Authorised: Geelong Sustainability Committee

Organisational Context

About Geelong Sustainability
Geelong Sustainability (GS) is a not-for-profit incorporated community association established in 2007. Our
volunteer-led, independent and apolitical organisation is also a Registered Environmental Organisation (REO)
and charity with DGR status. We have a growing collaborative network across the community, government,
business sectors as well as with other NGOs. Over the last decade, our reputation has grown considerably built
upon the consistent delivery of strong project outcomes; effective community engagement; well-coordinated,
professional events and evidence-based articulate advocacy.

In 2020, Geelong Sustainability released a new Strategy 2025, which acknowledged we’re in a global climate
emergency and that the next decade is crucial!

About GreenLight
The social enterprise, GreenLight was established in June 2019 to create and manage a revenue stream to
support the long term viability of GS. GreenLight (GL) is effectively GS’ commercial arm. Since its inception,
GreenLight has filled an unmet market niche by providing energy efficiency services to government, business
and households. GL’s suite of commercial services include: the Victorian Residential Efficiency Scorecard
assessments (VRES); Thermal camera Inspections; Solar feasibility assessments; and Energy audits.

Geelong Sustainability and GreenLight have been awarded funding by Sustainability Victoria to deliver two
major projects 1.) Community Power Hub Program and 2.) Small Business Energy Saver Program.

About the Community Power Hubs Program
The Community Power Hub (CPH) program will accelerate Victoria’s transition to a renewable energy future.
Geelong Sustainability is the lead organisation for the Barwon South West Community Power Hub and will work
collaboratively with community energy groups and key stakeholders across the region to develop and deliver
implementation ready community renewable energy projects across the region. Through the delivery of
community-based renewable energy projects, the CPH will reduce greenhouse gas emissions and increase
community support for Renewable Energy. It will also enable local economic benefits to be realised through
cost savings for communities and support for local Renewable Energy jobs.

About the Small Business Energy Saver Program
The Small Business Energy Saver Program (SBESP) supports the expansion of the existing Victorian Energy
Upgrades Program by providing additional financial incentives for selected Victorian Energy Upgrade (VEU)
activities in the small business sector. Geelong Sustainability, through their social enterprise Greenlight, is the
contracting party who will perform on the ground engagement with 500 targeted eligible small businesses. The
aim is to encourage involvement in the program leading to the uptake of eligible VEU activities in the Barwon
South West region.
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https://www.geelongsustainability.org.au/
https://www.geelongsustainability.org.au/strategy-2025/
http://www.greenlight.org.au
https://www.sustainability.vic.gov.au/grants-funding-and-investment/grants-and-funding/community-power-hubs
https://www.sustainability.vic.gov.au/energy-efficiency-and-reducing-emissions/in-a-business/small-business-energy-saver-program/small-business-energy-saver-program-for-small-businesses


The Position
We are seeking a Part-time (0.6 FTE) experienced Administration Officer to support the activities of Geelong
Sustainability and its social enterprise, GreenLight.This role will focus on administration support of the
Community Power Hub Program and the Small Business Energy Saver Program.

Key Accountabilities
● Supporting the Program Manager to deliver contracted projects including the Community Power Hub

and Small Business Energy Saver Program.
● Ensuring the provision of an efficient and effective administrative and customer support role to the

program team.
● Providing administrative and secretariat support for the organisation of stakeholder meetings,

workshops, events and functions to meet program deliverables.
● Providing an efficient word processing service for the program team with regards to accuracy, high

quality work, and author satisfaction.
● Preparing administration of correspondence arising from the two programs activities including but not

limited to letters, reports, submissions, and actions plans.
● Data entry and bookkeeping to provide accurate accounts with up-to-date financial information
● Support writing and editing content for various purposes eg. media releases, webpages, newsletters

and project information, event publicity etc.
● Communicating effectively and professionally with internal and external stakeholders across digital,

phone and in-person communications.

Other Accountabilities
● Meet with and report on a regular basis to the Renewable Energy Program Manager.
● Work with relevant stakeholders to ensure content is aligned and approved
● Actively contribute ideas and work collaboratively
● Support Geelong Sustainability’s vision and strategy in all communications
● Any other duties as deemed appropriate by the Renewable Energy Program Manager.

Key Selection Criteria
● Relevant qualifications in extensive secretarial, administrative, financial or relevant discipline, and/or

equivalent relevant work experience.
● Demonstrated experience in administrative and secretarial duties.
● Demonstrated experience in data entry and or bookkeeping.
● Ability to assist with the coordination of events (workshops, meetings, forums, receptions etc) for

community and business audiences
● Highly developed organisational and customer service skills, and the ability to manage a range of tasks

simultaneously.
● High level of digital literacy including MS Office, PowerPoint, Social Media, Data Management and

Content Management systems, and bulk email distribution applications like MailerLite
● Demonstrated experience working independently at the direction of management, delivering work to the

required standard and timeframes and showing initiative and a proactive approach to task prioritisation,
execution and problem solving

● Excellent communication skills (written, digital and verbal) for engaging with clients, stakeholders and
program staff.

Essential skills and competencies

● Ability to deal with pressure and work to demanding deadlines, including juggling multiple projects and
competing priorities effectively
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● Excellent interpersonal skills including the ability to develop relationships, working collaboratively and
inclusively with a range of stakeholders at varying levels including individuals, teams and public and
private sector organisations

● Efficient skills in MS Office (Word, Excel, PowerPoint) and other appropriate computer software
● Highly developed organisational and customer service skills
● Knowledge of and commitment to the principles of sustainability
● Willingness to work and attend meetings outside of normal office hours
● A current Victorian driver’s licence and the use of a car
● Eligibility to work in Australia

Other Information

Position Details
● A salary will be offered in the range of $45,000 - $55,000 pro rata for the 0.6 FTE position.
● Statutory super will be paid quarterly to the officer’s nominated fund.
● Geelong Sustainability supports flexible employment arrangements that meet the requirements of the

right candidate.
● The position is a fixed term, subject to a satisfactory performance review after three months and

subject to continued funding of the organisation. The current appointment will conclude on 30 June
2022 (renewable subject to funding).

● Appointment is subject to a satisfactory Reference and Police Checks.
● As Geelong Sustainability does not have a dedicated office space, the successful candidate would be

required to work from home or occasionally from a co-working space within the Geelong region.

How To Apply
● Applications should provide a cover letter describing your strengths and how you might apply them to

this role in addition to your resume.
● Email applications to Dan Cowdell at: dan@geelongsustainability.org.au.
● Applications must be received by 5pm, 15 August 2021 for consideration.
● To talk further about the position, please call Dan Cowdell, 0428 944 929.

Selection Process
It is anticipated that the following schedule will be followed in regard to the recruitment process:

● Position advertised Monday 2 Aug 2021
● Applications close Sunday 15 Aug
● Assess applications and short list Week commencing 16 Aug
● Advise of interviews Friday 20 Aug
● Undertake interviews Week commencing 23 Aug
● Appointment of successful applicant Friday 27 Aug or soon thereafter

Applicants should note the above mentioned key dates, and make provision for attending an  interview if
requested.
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