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North Melbourne Language & Learning
Level 1/ 178 Macaulay Road, North Melbourne 3051



	POSITION DESCRIPTION:	Administration Assistant
EMPLOYER:	North Melbourne Language & Learning Inc. (NMLL) 
RESPONSIBLE TO:	General Manager, NMLL 
REPORTS TO:	Administration Coordinator, NMLL 
LOCATION:	Level 1/ 178 Macaulay Road, North Melbourne 3051
CLASSIFICATION:                   	Neighbourhood Houses and Adult Community Education Centres                                                                               
                                                   Collective Agreement 2024, Schedule 3A, level 2.1

TIME FRACTION:                      0.4EFT (7.6 hours per day). Expansion to 0.6 EFT possible in late 2026.
EMPLOYMENT MODE:         Casual 
 
WORK HOURS and DAYS:      8.45am – 5pm: occasional additional days of work may be negotiated.
CONDITIONS OF EMPLOYMENT	
                                                    1. The employee needs to be able to demonstrate he/she has the 
                                                       right to work in Australia.
                                                    2. Current Working with Child Check 
                                                   3. Clear police Check.                 



Position Context 
North Melbourne Language & Learning Inc. (NMLL) operates alongside the diverse and dynamic communities of North Melbourne.

NMLL is a community based not for profit Learn Local, RTO and neighbourhood house. NMLL’s primary focus is to provide accredited English as an Additional Language (EAL) courses, complementary pre-accredited language, job skill and digital literacy courses together with community development activities intended to encourage engagement, connection and participation. NMLL’s programs change in response to needs identified through community consultation.

This position is based at the Macaulay site, but some time will also be required at the Djerring Community Hub in Flemington. 

NMLL is an equal opportunity employer and provides a welcoming, friendly and inclusive work environment.



Purpose
The role is an integral part of the Administrative Team which supports the smooth functioning of NMLL’s education, community development and service provision.  The position requires a friendly and welcoming approach that ensures all who enter NMLL are assisted and supported.  
The Administration Assistant is usually NMLL’s first point of contact with members of communities seeking information, services and or to enroll in a class or program. 

Position Objectives
· To contribute to a welcoming, friendly, responsive, organized and professional environment as community members contact the reception at NMLL;
· To data input, student enrolment administration.
· To attend to matters that will enhance the maintenance of the building and environment of NMLL;
· To maintain the presentation storage and accessibility of all documents and records
· To complete additional administrative tasks as allocated
· To make a positive contribution to NMLL and the administrative team. 
Key Responsibility Areas 
The key responsibilities and tasks listed below are undertaken by the administration team. The specific duties for this role will be negotiated from this list. 
· Reception duties
· Respond to enquiries from all sources, including in person, telephone, email and social media and from the NMLL web site and distribute to NMLL staff as appropriate.
· Office Administration
· Advising and processing student enrolments
· Maintenance of a range of student records
· Maintenance of a range of staff records
· Maintenance of a range of various organizational records
· Marketing & social media: uploads, creating flyers and dealing with enquiries.

· Manage the petty cash system, including maintaining records, allocating funds, with drawing funds and depositing funds,
· Collect mail from the DHHS office at least once per week


KEY SELECTION CRITERIA
· Strong interpersonal communication skills.
· Experience in office clerical work
· Demonstrated organisational skills 
· Experience in working effectively in a busy office environment that has competing demands  
· Demonstrated computer skills (Microsoft Office, Xero, WiseNET or student management systems, social media and photo editing)
· Demonstrated ability to learn on the job
· The confidence and ability to engage and communicate with people of Culturally & Linguistically Diverse Backgrounds (CALD) 



EMPLOYMENT CONDITIONS
Period of Appointment 
This is a casual position. There is a possibility the time fraction will increase later in 2026 and that an employment contract will be offered. The position will suit someone returning to the workforce or entering the workforce, or a student.  

Classification 
The position is classified under the Neighbourhood Houses and Adult Community Education  Collective Agreement 2024 (NHACE), Adult and Community Education Employees Schedule 3A, level 2.1. 

Hours per week 
This role is for 15.2 hours per week. The workdays are to be negotiated. The usual working hours are 8.45 am to 5pm with a 45-minute lunch break taken from 12.30 – 1.15 pm or at times negotiated with the administration coordinator. Time in Lieu is available for extra hours worked. The extra hours must be pre-approved by the NMLL GM to contribute to the TIL bank. Typically, TIL is only available for extra duties.

Policies and procedures
Staff are bound by the policies and procedures of the organisation as amended from time to time.  Staff will be advised as policies and procedures are amended and are expected to make the effort to stay up to date. Occasional extra hours may be requested in special circumstances. Time in Lieu accrued must be taken within the 6 months period it was accrued 

Working environment 
NMLL is a small and complex organisation, dealing with a diverse group of people. NMLL is guided by an organisational mission, vision and a set of values. All staff are expected to contribute to the achievement of the mission and vision, operational, plans and comply with the values.

NMLL is a friendly supportive work environment. Staff are expected to be communicative, to take the initiative as necessary and to be a team player.
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