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POSITION DESCRIPTION


	Position title

	Administration Support Worker

	Location

	8-10 Palmer Street, Parramatta

	Reporting to

	General Manager

	Role Type

	Part time 0.8 FTE



	Our Values

	Hope – The courage to believe in what’s possible
Dignity – We honour each other’s inherent worth
Connection – Together we achieve
Community – Engaging the power of networks for growth

	Our Purpose

	To build a support network that gives voice and agency to male survivors and their supporters.

	We Believe

	Male survivors of childhood sexual abuse can recover, support others to thrive and be leaders for change.

	Our Vision

	A world in which male survivors of childhood sexual abuse can easily access support and find understanding and acceptance.



	Position Accountabilities

	
Operations and Administration Support

· Work collaboratively with the GM and Administration Team Leader to provide quality and timely administrative support to the organisation.
· Work collaboratively with and support the disability program Project Lead when required.
· Answer and redirect phone calls to the appropriate team member with a high level of client service.
· Provide a polite and professional level of communication via telephone, email, and mail.
· Carry out other administrative duties such as data entry, records management and taking detailed meeting minutes.
· Upload invoices to DEXT and ensure expenses are allocated to the correct funding stream.
· Assist to create and disseminate newsletters via Mailchimp.
· Assist to create and promote events / workshops via Eventbrite.
· Assist with event co-ordination, including venue bookings / hire, off-site workshops and inhouse team meetings.
· Compile reports and workshop evaluations
· Coordinate travel arrangements as required.
· Check, maintain and appropriately disseminate support@samsn.org.au emails. 
· Assist with the development and implementation of administrative systems and procedures.
· Maintain and coordinate an effective calendar and filing system.
· Maintain office presentation to a high standard.
· Maintain office supplies.
· Perform other work as directed within the scope of the role.
· Support and encourage other team members by actively displaying positive team and organisational behaviour.
· Follow all SAMSN’s policies and procedures.

SAMSN Teamwork
· Communicate effectively with all SAMSN staff.
· Participate in learning and development and supervision opportunities.
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SURVIVORS & MATES NETWORK




