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Position Description 
 

Position Title Receptionist & Administration Support 

Team Corporate Services  

Reports to Administration & Quality Manager 

Direct Reports Nil 

Date effective July 2022 

Location Youth Resource Centre, 13 Adolph Street, Cremorne 3121 

 

 
About Lighthouse 
Lighthouse Foundation provides homes and therapeutic care programs to children and young 
people impacted by long-term neglect, abuse, and homelessness. Our focus is to create caring 
communities where kids can feel safe, form meaningful relationships, and begin to heal from 
traumatic experiences.  
 
For the past 30 years, our proven Model of Care has successfully transformed the lives of over 
1,000 young people using a range of evidence-based strategies. We now educate and support 
Foster Carers in the same way, so that they too can take care of some of Australia’s most 
vulnerable children. 
 

Vision 

A safe home and community for homeless kids to belong, heal and thrive.  
 

Mission 

We provide therapeutic homes and create a caring community for homeless kids and foster 
families. Through the Lighthouse Model of Care our kids receive the level of support required to 
achieve a lifetime sense of belonging, the opportunity to heal and the capacity to thrive. 
 

Our Values 
We are respectful, kind, courageous, thoughtful and committed.   
 

Primary Purpose of the Position 
Reception is often the first point of contact for Lighthouse’s internal and external contacts.  
Therefore, the incumbent needs to represent the organisation’s values and create a welcoming 
and supportive introduction to Lighthouse Foundation for young people and key stakeholders 
alike. 
 
The Reception & Administration Support position also plays a central and integral role within the 
organisation by providing administrative support across all areas, including Care Services, 
Fundraising and Marketing, and Corporate Services.   
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Key Responsibilities 

Role Specific Requirements 

Area of Responsibility Activities 

Reception Duties 

• Greet and welcome visitors to the Lighthouse Youth Resource & 
Administration Centre (YRC) 

• Answer calls coming through Reception, respond to general 
enquiries, and provide accurate information regarding 
Lighthouse and its services 

• Maintain and update office contact lists 

• Receive and despatch mail and deliveries, and maintain the mail 
register 

• Order and maintain stationery and other office consumables 

• Manage booking processes for rooms, equipment and vehicles 

• Coordinate the maintenance of the building and office equipment 

• Ensure the reception and office space is visually maintained to 
reflect a welcoming environment 

Youth Resource Centre 
(YRC) 

• Ensure that young people in the YRC are supported when 
attending the office 

• Support young people working with YRC resources and 
equipment 

• Provide containment of young people who may present at the 
YRC in distress and direct them to a member of the Care Team 

 
 
Administration Support 
Care Services,  
Fundraising & Marketing  
Corporate Services  

• Assist with Care Services compliance information systems and 
reports 

• Assist with logistics for Lighthouse external trainings and 
seminars, including printing and collating training material, 
preparing and maintaining attendance registers and maintaining 
training supplies 

• Process registrations for training seminars and send related 
correspondence 

• Book venues for trainings and events as required 

• Assist HR with administrative tasks including induction packs for 
new employees and upkeep of compliance records 

• Assist in maintaining calendar of annual staff trainings such as 
First Aid and CPR, and Carer’s top up courses 

• Take calls from donors, supporters and other stakeholders and 
direct to the correct team members 

• Take donations over the phone as required  

• Assist with the administration of appeals and campaigns as 
required 

Relationship 
Management (internal 
and external) 

• Lighthouse staff including Management, Care Services, 
Fundraising & Marketing, and Corporate Services staff 

• Young people participating in Lighthouse programs and those 
visiting the Youth Resource Centre 

• Volunteers, Committee members and Board members 

• Lighthouse donors, supporters and other stakeholders 

• Visitors to the Youth Resource Centre   
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Legal & Regulatory 
Compliance 

Ensure compliance with policies, procedures and legislation (State 
and Federal) relevant to Lighthouse Foundation and its work (refer 
to the Lighthouse Legislation and Regulation Register), including 
Privacy and Confidentiality legislation 

Organisational Specific Requirements 

Organisational 
participation 

• Attend team meetings, group processes, whole staff meetings 
and planning days 

• Contribute to the implementation of Lighthouse’s strategic plan 

• Contribute to collaborative practices across the organisation  

Professional 
development 

• Participate in regular supervision, professional development and 
review meetings  

• Attend regular reflective practice and trainings as required 

• Contribute to a culture that is reflective, inclusive and open 

OH&S 

The Receptionist is asked to take on the role of First Aid Officer if 
suitable. 
Exercise a duty of care to work safely, taking reasonable care to 
protect your own health and safety and that of your fellow workers, 
volunteers and young people including following safe working 
procedures and instructions 

Risk 
All Lighthouse staff are responsible for considering, identifying, 
reporting and addressing risks   

CQI 
All Lighthouse staff are responsible for applying a continuous quality 
improvement approach to all tasks  

Commitment to 
Lighthouse Culture 

Staff are expected to participate in the processes and practices that 
uphold the Lighthouse culture 

Commitment to Trauma 
Informed Practice 

Staff are expected to: 

• Engage in personal and professional development to integrate 
their understanding and response to people and systems that 
have been impacted by trauma 

• Create or maintain a physical and emotional environment that 
promotes healing  

• Engage in conflict resolution processes when required 

 

Performance Measurements 
An annual work plan will be developed in line with the Position Description and Lighthouse 
Foundation’s Annual Business Plan to measure performance.   
 

Authorities – Financial and People 
The Receptionist & Administration Support has the authority to: 

• Order stationery, postage and other office supplies within a stated monthly budget.  All 
additional expenses should be authorised by the Office Manager 

• Use of an expense care within a monthly budget to purchase staff amenities 

• Seek approval for all unbudgeted expenses 

• Petty cash expenses up to $100 without prior approval 

• All other authorities listed under the Delegation of Authority policy for this position 
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Qualifications and Licences 
• Current driver’s licence 

• Valid first aid certificate (or willingness to obtain one) 

• Criminal Records Check 

• Current Working with Children Check 

 
Key Selection Criteria 
• Demonstrated experience in a Reception or Front Office role  

• Highly organised and able to manage priories and workload in a busy environment 

• Excellent interpersonal and written communication skills 

• High level skills in Microsoft 365, including Teams 

• Ability to engage and communicate with young people, staff and key stakeholders either in 
person as they come into the Youth Resource Centre and over the phone 

• Ability to stay calm and rational in volatile situations 

• Knowledge of the special needs of children and young people who have experienced 
complex trauma 

• Commitment to and understanding of the vision and work of Lighthouse Foundation 

• Ability to identify and maintain appropriate levels of privacy and confidentiality 
 

Employment Conditions 
• Full Time  

• Compliance with Lighthouse Foundation’s Code of Conduct, including the Child Safe Code 
of Conduct, policies and procedures 

• Lighthouse Foundation takes all reasonable steps to facilitate and maintain a safe 
environment for children, young people and all participants of our service. It is for this 
reason that Lighthouse requires all potential employees to undergo a psycho-social 
assessment prior to confirmation of employment.    

• Terms and conditions of employment are outlined in employment contracts 

• Mandatory COVID-19 vaccination. 
 
 

Manager  Staff Member 

Name:  Name: 

Signature:  Signature: 

Date:  Date: 

 

 

Note:  The requirements and responsibilities contained in this job description do not create a contract of 
employment and are not meant to be all-inclusive. They may be changed by the role manager during 
employment on an as required basis.  Any significant or material changes need to be discussed and 
agreed by incumbent and manager before inclusion. 

The role description should be reviewed formally during the annual planning and performance 
assessment process. 


