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Position Description
Office Coordinator
Full-time 
Reports to: Executive Manager 
Location: Caladenia Dementia Care – Mooroolbark, VIC

Purpose of the Role
The Administration (Office) Coordinator provides centralised coordination of Caladenia’s office, governance, and administrative systems. The role strengthens the organisation’s operational foundation by ensuring consistent processes, accurate records, and reliable support for staff, volunteers, and the Board.
It plays a key part in embedding the new workforce structure by streamlining administrative workflows, improving data and compliance management, supporting integrated HR–rostering–finance processes, and maintaining well-organised governance and office systems.
Overall, this position contributes to a cohesive, efficient, and reform-ready organisation that is well-positioned to meet the requirements of the Aged Care Quality Standards and upcoming sector reforms.

Values
· We believe in the intrinsic value of everyone who comes through the door. Each individual matters and deserves to live as full a life as possible.
· We prioritise dignity and respect.
· We strive to deliver high-quality, flexible, personalised care and support.
· We are invested in the work that we do. We work hard, with grace and humility.
· We work as a team, supporting and showing kindness to each other.
· We always act with honesty, transparency and integrity.
· We value our connection and faithfulness to Caladenia’s founder and original ideals.
· We believe in growing Caladenia responsibly.
· We innovate together, drawing on input from all our stakeholders.
· We are committed to being a voice for people with dementia.

Key Responsibilities
1. Office Coordination & Reception
· Act as the first point of contact for clients, carers, staff, and visitors, providing a professional and welcoming presence.
· Manage reception, phone, and email enquiries in a timely and respectful manner.
· Maintain office supplies, equipment, and resources to support smooth daily operations.

2. Administrative & Governance Support
· Provide administrative support to staff, volunteers, and managers.
· Prepare correspondence, reports, forms, and other documentation.
· Support CEO and Executive Manager with scheduling, meeting organisation, and document management.
· Maintain administrative systems and records to ensure accuracy and accessibility.

3. Board Secretariat Support
· Provide secretariat support for the Board and its Sub-Committees in collaboration with the CEO.
· Prepare and distribute agendas, meeting papers, and minutes in an accurate and timely manner.
· Track and record Board actions, decisions, and resolutions for follow-up.
· Maintain governance records, including registers (e.g., conflict of interest, delegations, policies).
· Coordinate meeting schedules, RSVPs, and communication with Board members.
· Assist with compliance requirements under ACNC, Aged Care Quality Standards, and funding agreements.

4. Rostering & Scheduling
· Coordinate staff and volunteer rosters in consultation with program and care teams.
· Manage maintenance of vehicles.
· Ensure accurate communication of roster changes and program schedules to staff and volunteers.

5. Volunteer Management
· Administration of the end-to-end coordination of Caladenia’s volunteers, including:
· Recruitment and onboarding: advertise opportunities, process applications, conduct inductions, and ensure compliance requirements (police checks, vaccinations, etc.) are met.
· Record-keeping: maintain up-to-date volunteer information and compliance data.


6. Records & Systems Management
· Maintain accurate and up-to-date client, staff, and volunteer records in Visual Care and other systems.
· Support integration of HR, payroll, and compliance data by ensuring record accuracy.
· Implement consistent processes for filing, data entry, and confidential information management.

7. Finance & Payroll Support
· Collate staff timesheets and leave records for submission to Finance.
· Support processing of invoices, petty cash, and receipts in coordination with the Finance Business Partner.
· Ensure compliance with record-keeping requirements for audits and reporting.

8. Compliance, WHS & Quality Support
· Support the Quality & Assurance Coordinator in maintaining audit evidence, risk registers, and compliance documentation.
· Assist with administrative follow-up of incidents, WHS actions, and staff/volunteer training records.
· Ensure all staff and volunteers complete required compliance and induction forms.

9. Culture, Team & Reform Readiness
· Support program delivery by assisting staff and volunteers with day-to-day administrative needs.
· Promote Caladenia’s person-centred, inclusive, and collaborative culture.
· Contribute to a positive, well-organised, and reform-ready workplace.

9. Other Duties as Required
· Undertake other duties as reasonably directed by the Executive Manager or CEO, consistent with the employee’s skills, competence, and training.


Qualifications & Experience
Essential
· Certificate III or IV (or higher) in Business Administration, Community Services, or equivalent experience.
· Demonstrated experience in coordination of business systems and office management.
· Strong skills in rostering, scheduling, record management, and minute-taking.
· Competence with Microsoft Office 365 (Word, Excel, Outlook, Teams) and willingness to learn sector systems (Visual Care, MYOB).
· Excellent organisational skills and ability to manage competing priorities.
· Strong communication and interpersonal skills with a professional and empathetic approach to staff, carers, volunteers, and Board members.
· Proven ability to maintain confidentiality and discretion.
Desirable
· Experience in aged care, community services, or not-for-profit governance.
· Understanding of Board Secretariat processes and ACNC compliance.
· Knowledge of paid and unpaid coordination, onboarding, and recognition practices.
· Understanding of Work Health & Safety requirements in office and service settings.


Conditions of Employment
· Classification: SCHADS Award Level 3, Pay Point dependent on qualifications and experience.
· Hours: Full-time (38 hours per week), with flexibility for some after-hours events or meetings.
· Reports to: Executive Manager.
· Professional Development: Ongoing training and leadership development opportunities provided
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