
  
 

Position Description 

Position  Request Coordinator 

Reports to  Warehouse Manager 

Hours  20 hours / week 

Date Feb 2023 

Contract Length Until 30th June 2023 

Renumeration SCHADS level 3.1 

 

Position Objective: 

The Request Coordinator will report to and work closely with the Warehouse Manager & 

Warehouse Coordinator, to coordinate request fulfilment and assist in achieving the goals of Big 

Group Hug (BGH); primarily the collection and redistribution of new and pre-loved baby goods, 

books, toys and nursery equipment to families in need. 

The role also works closely with volunteers.  

Key Responsibilities: 

The Request Coordinator is responsible for day-to-day agency request fulfillment, and includes all 

aspects in connection with this role, including (but not limited to):  

• Overseeing Requests (submitted by organisations to request items) and related databases  

• Managing Requests email 

• Ensuring Requests are fulfilled in a timely manner 

• Developing and maintaining professional relationships with individuals requesting 

donations (generally Maternal and Child Health Care Nurses and Hospital staff) 

• Maintenance of statistical request records 

• Front Desk assistance with case worker request collections and donor meet and greet 

• Liaising with caseworkers and donors about collections & deliveries 

• Packing and unpacking Van 

• Request Salesforce admin 

• Schedule van collections and deliveries 

• Other warehouse duties as required 

 

Key Selection Criteria 

• Highly developed communication skills both written and verbal 

• Sound time management, planning, and organisational skills to meet the demands of the 

busy position  

• Working knowledge in using a range of Microsoft Office packages in particular Excel and 

Outlook  

• Database management experience in particular Salesforce (preferred) 

• Experience working for a not-for-profit organisation would be highly regarded  

• Must have Working with Children’s check and Police Check 



  
 

• Independent and motivated – a self-starter  

• A multi-tasker who can work well under pressure, to deadlines, and meet shifting priorities  

• Outstanding attention to detail 

• Ability to manage physical tasks including lifting car seats, cots, prams and other bulky items 

on and off trolleys and into vehicles 

• Driver’s licence  

 

Additional Eligibility Requirements 

Some volunteers bring their children to BGH headquarters and storage facilities. In the interests of 

creating a family-friendly environment, BGH does not allow persons who are classified as a 

prohibited person under The Commission for Children and Young People Act 1998 to register as a 

volunteer. A prohibited person is a person convicted of a serious sex offence, the murder of a child 

or a child-related personal violence offence, as well as a Registrable person under the Child 

Protection (Offenders Registration) Act 2000. BGH also reserves the right to ask staff and volunteers 

to undertake a working with children check and/or police check. Please do not apply if you are a 

prohibited person or if you will not agree to proceed with these checks if it is requested. 

 


