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Application Kit: Corporate & Administrative Services Officer (4 – 5 days per week

SCHADS Award Level 4 (salary packaging available) 
Application due date: 5 October 2025

TO APPLY: 
1. Read the information attached outlining the position description, selection criteria and position details.

2. Complete your application by including: 
· A cover letter.
· A document in which you address the selection criteria (maximum 4 pages). Under each criterion write any relevant knowledge, skills, abilities, training and experience that demonstrate you meet that criterion. You can give specific examples where you have used your skills and abilities, which relate to the specific criterion. Where the criterion asks for ‘demonstrated’ knowledge, you must show and explain that you have this applied knowledge (as briefly as possible). Make sure you provide clear example for each criterion, this helps us understand your experiences and strengths.
· A copy of your curriculum vitae (CV) that provides your personal details, qualifications and work history, including sex work. Sex Workers Outreach Project NSW endorses an affirmative action policy which promotes sex work experience as an essential selection criterion. Information provided by applicants will be kept in the strictest confidence and viewed only by the interview panel. 
· Two professional referees. The name, email, and telephone contact details of two professional referees who can be contacted for a confidential verbal reference. 

3. Submit your application to employment@swop.org.au 



Note: if you are interested in the position, but unsure whether you meet the selection criteria, please contact the Soss via policy@swop.org.au with any questions. 

ORGANISATION DESCRIPTION: 

SWOP NSW is an independent, peer-led sex worker organisation committed to advancing the health, rights, and equality of sex workers across New South Wales. 

Originating from the pioneering Australian Prostitutes Collective NSW (APC NSW), the first sex worker organisation in the world to receive government funding in 1985, SWOP was established under ACON in the late 1980s and achieved full independence in 2014, continuing more than 35 years of peer-led leadership and community advocacy.

POSITION OVERVIEW:

Position Title: Corporate and Administrative Services Officer
The Corporate & Administrative Services Officer provides consistent coordination of SWOP NSW’s administrative, finance, and compliance systems and maintains smooth corporate operations alongside the external bookkeeper.

The position supports the Team Leader – Strategic Services and the Chief Executive Officer to ensure SWOP’s corporate functions are accurate, compliant, and well documented. It supports corporate governance indirectly through documentation, record-keeping, and compliance systems; direct Board support remains the responsibility of the CEO.

This position is temporary pending finalisation of broader staffing and structural arrangements, with potential for extension or conversion to a permanent role.

POSITION DETAIL:
Title: Corporate & Administrative Services Officer (Temporary, 0.8–1.0 FTE)
Classification: SCHADS Award Level 4
Reports to: Team Leader – Strategic Services (TL–SS)
Direct Reports: Nil
Location: SWOP NSW, Unit 7/110 Botany Road Alexandria NSW 2015 (with flexible / hybrid arrangements)

Employment: Temporary appointment: initial contract period of 3 months, 0.8–1.0 FTE, possibility of extension when organisational structure is confirmed (position is subject to funding).
Probation: 6 months, if the position is extended beyond the initial contract period.

MAIN DUTIES AND RESPONSIBILITIES:
1. Corporate Administration & Governance Support
· Maintain accurate organisational registers and records (policies, risk, delegations, membership, insurance, contracts) to support SWOP’s governance and compliance obligations. 
· Assist with implementing and maintaining policy and procedure documentation.
· Support compliance monitoring for ACNC, WHS (including psychosocial risks), SCHADS Award, and privacy.

2. Finance & Resource Support
· Prepare and code invoices for processing; track payments and supplier records.
· Liaise with the external bookkeeper to support payroll, reconciliations, and financial reporting.
· File receipts, invoices, and supporting documentation for audit readiness.
· Monitor petty cash and SWOPShop banking documentation; complete basic reconciliation.

3. Office & Facilities Coordination
· Maintain supplies and consumables (office, PPE, outreach materials, cleaning).
· Manage administration for SWOPShop, including stock replenishment, banking and inventory counts.
· Coordinate travel, accommodation, catering, learning and development bookings and event logistics.
· Ensure facilities, equipment, and WHS registers are current; report maintenance issues.
· Undertake reception duties, set up meeting room, or take meeting minutes when required.

4. Systems & Data Management
· Maintain accurate membership records and assist with database updates (EnableHR, Xero).
· Support accurate data entry for financial and compliance reporting.
· Assist with documenting templates, checklists, and workflows to ensure consistency.
· Provide IT onboarding and support, including triaging with SWOP NSW’s external IT provider.

5. Continuous Improvement & Team Support
· Contribute to refining and documenting administrative workflows to improve efficiency.
· Support internal communications and documentation for cross-team projects.
· Participate in staff training, meetings, and organisational initiatives.
· Model SWOP’s peer-led, trauma-informed, and inclusive values across all interactions.

6. Common Duties and Responsibilities (Applicable to All SWOP NSW Roles) 
· Perform other duties as requested by your supervisor within the scope of the role.
· Actively participate in and contribute to an ongoing process of supervision, general and team meetings, continuous improvement and professional development strategies, and behave in accordance with SWOP NSW’s organisational policies and procedures, as well as WHS.

SELECTION CRITERIA:
Essential:
1. Demonstrated administrative and systems experience in a community or peer-based organisation.
2. Strong organisational skills, accuracy, and attention to detail.
3. Basic finance support experience (invoicing, coding, reconciliations).
4. Competence with Microsoft 365, and familiarity with Xero or similar.
5. Ability to handle sensitive information confidentially.
6. Strong teamwork and communication skills in a diverse environment.
Common Selection Criteria (Applicable to All SWOP NSW Roles)
7. Lived experience of sex work and demonstrated commitment to peer-led, rights-based, and harm reduction principles.
8. Ability to contribute to an inclusive, respectful, and trauma-informed workplace aligned with SWOP NSW’s values.
Desirable:
9. Familiarity with ACNC, WHS, and SCHADS compliance frameworks.
10. Experience supporting event logistics or membership systems.
11. Interest in developing finance or compliance skills through training.


Page 2 of 2

image1.png
SWOP

SEX WORKERS OUTREACH PROJECT NSW




