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Administration and Accounts Officer 

About Juno Juno works with women in Melbourne’s northern suburbs who are 
experiencing homelessness and family violence.  Formerly known as 
WISHIN*, we have a long history of partnering with women to help them 
make lasting change in their lives. 

We are an independent, feminist organisation, run by women for women, 
with a commitment to social change.  Our approach to support is non-
judgemental, evidence-based, trauma informed and person-centred. 

Juno’s staff work with an intersectional feminist lens, recognising the many 
ways women can be marginalised and the cumulative effects that multiple 
forms of discrimination can have. We speak out and amplify the voices of 
women to increase awareness of the challenges they face, the support 
required and to advocate for change to the systems and structures that 
hold them back. 

Our primary role is helping women in crisis and their children find secure 
accommodation and access resources.  We also support them to find and 
move into long term housing and access other specialised supports. 

Juno also works in partnership with women who have experienced 
homelessness and family violence to promote early access to information 
and build capacity to avert future housing crisis. 

 

Position purpose The Administration and Accounts Officer is responsible for contributing to 
the smooth operation of the Juno programs and services by providing 
high-level professional, efficient and effective administrative and accounts 
support to our small and dedicated team. 

 

Reports to  The officer reports to Finance Manager 

 

Location The role works from the office in Preston  

Tenure and time 
fraction 

Contract until December 31, 2023 

15.2 hours per week (0.4 EFT) 

Classification SCHADS 2010, level 4 

Exemption Juno has an Equal Opportunity Exemption (A99/2012) and requests 
applications from women people only.  
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Position accountabilities 

Office 
Administration  

Provide efficient and timely administration services by: 
 Providing general administration support, assisting in daily office 

needs and managing Juno’s general administrative activities. 
 Maintaining Fleet vehicles: vehicle register, servicing, repairs. 
 Providing basic IT support and liaising with external IT helpdesk 

to address more complex issues 
 Ensuring all office consumables are maintained at optimum levels, 

within organisational guidelines and procedures  
 Troubleshooting problems with, and the timely maintenance of, 

office equipment 
 Monitoring, responding to and efficiently distributing emails 

received to the administration account  
 Processing and distributing incoming and outgoing mail  
 Assisting the Service delivery team with the coordination and 

distribution of material aid and/or goods to Juno Clients  
 Participating in the orientation and induction of new staff, student, 

and volunteers  
 Participating in staff and team meetings as well as staff 

development activities 
 

Accounts 
Administration 

 Accounts receivable/payable 
 Processing purchases / invoicing 
 Assist Account Manager in processing payroll 
 Banking and credit card reconciliation  
 Preparation of grant acquittals 
 Managing various donation/grant registers 

 

Key selection criteria 

Qualifications Certificate III Business or related fields or 
12 months experience in Administration and Accounts roles. 

Position 
competencies 

 Demonstrated experience with MYOB accounting system 
 Demonstrated experience in payroll processing 
 Demonstrated experience in accounts receivable and payable 

functions 
 Demonstrated experience in the delivery of high-quality 

administrative support services 
 Strong planning, time management and organisational skills 
 Intermediate to advanced level of skill in Microsoft Office 

applications, in particular excel  
 Experience with Office 365 and SharePoint 
 Highly developed verbal and written communications skills 

including the ability to direct complex and sensitive enquiries to 
the relevant staff 

 Appropriately refer issues, problems and other matters to relevant 
managers 

 Ability to work both independently and as part of a team, and 
respond flexibly to organisational demands and priorities 

 Commitment to Juno vision, mission and values 
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Personal attributes  Works collaboratively, sharing knowledge and information and 
contributing to team performance. 

 Adopts a positive approach when managing and resolving conflict. 
 Thinks analytically and creatively in resolving problems. 

Additional 
requirements 

 National criminal history check 
 Working with children check (Victoria)  
 Driver’s licence (Victoria)  

 

 


