Communications & Operations Coordinator
Employment type: Casual initially, with the intention of moving to permanent part-time
Hours: 20 hours per week, worked across five days
Preferred hours: 9:30 am–1:30 pm, Monday to Friday
Additional hours: May be available from October to March
Location: 7 Prospect Road, Summer Hill
Reports to: CEO
About the role
The Communications & Operations Coordinator is a varied, hands-on role connecting Bower’s community, communications and day-to-day operations.
The role is the first point of contact for many public, donor and staff enquiries. It also coordinates workshop administration and promotion, internal and external communications, impact reporting and key administrative processes.
Working closely with the CEO and Bower’s teams, the Coordinator will help establish weekly priorities, keep recurring activities on track and identify practical ways to improve how the organisation works.
This position would suit an organised and approachable person who enjoys working with people, communicating clearly and bringing structure to a busy, community-focused environment. There is scope for the role to grow as the successful candidate develops their knowledge of Bower’s programs, operations and community.

Key responsibilities
Customer service and office administration
· Act as the first point of contact for enquiries from the public, donors and staff about Bower’s activities, services and programs.
· Answer the office telephone and respond to, resolve or appropriately refer enquiries.
· Monitor and manage Bower’s shared email accounts, including the info@ and admin@ inboxes.
· Support donor enquiries received by telephone, email and the website.
· Provide accurate information about donation requirements, processes and collection arrangements.
· Refer complex or unusual enquiries to the appropriate team member.
· Maintain clear administrative and enquiry records and follow up outstanding matters.
· Ensure information provided to customers, donors and staff is accurate, consistent and timely.
· Prepare, reconcile and bank cash sales in accordance with Bower’s financial procedures.
Communications
· Coordinate content for Bower’s monthly external newsletter to supporters.
· Gather news, stories and updates from relevant staff and business units.
· Coordinate the fundraising topic or campaign content for each newsletter.
· Maintain the newsletter schedule and ensure contributions and approvals are obtained on time.
· Liaise with the person responsible for editing and distributing the newsletter.
· Support effective communication across Bower’s teams.
· Coordinate monthly team meetings, including scheduling, agendas, supporting information and follow-up actions.
· Help ensure Bower’s communications are clear, accessible, consistent and aligned with its purpose and priorities.
Workshop administration and marketing
· Publish workshop and Repair Shop listings through Bower’s sales and ticketing partners.
· Prepare attendance rolls and other workshop materials.
· Monitor ticket sales and provide relevant updates to the workshop team.
· Maintain accurate participant and attendance records.
· Respond to or appropriately direct workshop participant enquiries.
· Work with the workshop team to identify workshops requiring additional promotion.
· Assist with preparing and scheduling workshop-related posts for Facebook and Instagram using Meta Business Suite.
· Gather suitable content and images and adapt them for Bower’s social media channels.
· Coordinate content approvals and maintain a simple promotional calendar.
· Suggest practical ways to improve workshop promotion, ticket sales and participant engagement.
Data collection and reporting
· Coordinate the collection of impact data from relevant teams and systems.
· Maintain complete, accurate and up-to-date impact records.
· Follow up missing or inconsistent information with the relevant team members.
· Prepare regular reports and summaries for management, funders and other stakeholders.
· Help improve data-collection processes and reporting accuracy and consistency.
· Coordinate monthly reporting contributions from each business unit, including:
· sales updates;
· key activities and achievements;
· highlights from the month; and
· areas where assistance or decisions are required.
· Bring together business-unit contributions in a clear and timely format for the CEO’s monthly report.
CEO and organisational support
· Meet with the CEO each week to review upcoming requirements, recommend priorities and agree on the work plan for the week.
· Monitor agreed priorities, follow up actions and keep the CEO informed of progress.
· Identify competing demands, emerging issues or deadlines requiring the CEO’s attention.
· Provide administrative and coordination support for organisational priorities and special projects.
· Identify opportunities to improve administrative processes, communication, data collection and service delivery.
· Make practical recommendations for continuous improvement.
· Collaborate with team members to develop and implement agreed improvements.
· Help document and embed improved processes so they are understood and applied consistently.
· Undertake other reasonable duties consistent with the scope and purpose of the role.
Seasonal council and donation-program support
Additional hours may be available between October and March to support an EPA pilot delivered with Inner West Council and the City of Canada Bay. Responsibilities may include:
· responding to residents’ telephone enquiries about donations;
· explaining donation eligibility and collection processes;
· recording enquiries and collection details;
· supporting the Truck Team to coordinate available donation collection slots;
· liaising with internal staff and council contacts to resolve enquiries; and
· working with the House to Home Managers to support appropriate stock levels and efficient deliveries.
Skills and experience
Essential
· Experience in administration, operations coordination, communications, customer service or a similar role.
· Strong organisational and time-management skills, including the ability to manage varied priorities and recurring deadlines.
· Excellent written and verbal communication skills.
· A friendly, calm and professional approach when dealing with members of the public, donors, staff and external partners.
· Confidence answering telephone enquiries and managing shared email inboxes.
· Strong attention to detail and accurate record-keeping skills.
· Competence using email, shared calendars, spreadsheets, online systems and common office applications.
· Ability to collect, check, maintain and summarise data.
· Sound numeracy and confidence handling, reconciling and banking cash.
· Ability to assess competing demands, recommend priorities and agree on a practical weekly work plan with the CEO.
· Ability to work independently, exercise sound judgement and recognise when an issue should be escalated.
· A proactive approach to identifying and implementing process improvements.
· Demonstrated ability to collaborate with colleagues across different teams and functions.
· Reliability and availability to work the agreed hours across five weekdays.
· A commitment to Bower’s community and environmental purpose.
Desirable
· Experience working in a community organisation, charity, social enterprise, environmental organisation or other purpose-led workplace.
· Experience administering workshops, events, bookings or ticketing systems.
· Experience coordinating newsletters or gathering content from multiple contributors.
· Experience supporting donors, members, volunteers or community stakeholders.
· Experience preparing management, grant or impact reports.
· Experience preparing and scheduling content for Facebook and Instagram using Meta Business Suite.
· Basic social media copywriting, image-selection and content-planning skills.
· Familiarity with Canva or a similar design platform.
· Familiarity with customer relationship management, ticketing, email-marketing or data-reporting systems.
· An understanding of accessible and engaging communication for community audiences.
· Knowledge of the Inner West or the communities served by Bower.
Personal qualities
The successful candidate will be:
· welcoming, approachable and service-oriented;
· highly organised, dependable and attentive to detail;
· proactive about following up tasks and keeping activities on schedule;
· comfortable moving between routine administration and unexpected enquiries;
· confident suggesting improvements constructively;
· collaborative and willing to assist across different areas of the organisation;
· tactful when handling sensitive or confidential information;
· adaptable and interested in developing within the role; and
· supportive of Bower’s community and environmental purpose.
Measures of success
Success in the role will include:
· public, donor and staff enquiries being answered or referred promptly and professionally;
· shared inboxes and administrative processes being well managed;
· workshop listings, ticket information and attendance records being accurate and current;
· workshop promotions being prepared and scheduled on time;
· monthly meetings, newsletters and CEO reports being coordinated by their deadlines;
· impact data being complete, reliable and available for reporting;
· weekly priorities being clearly agreed with the CEO and progressed effectively;
· emerging workload issues being identified and communicated promptly;
· practical improvements being recommended and implemented collaboratively; and
· customers, donors, residents and colleagues receiving helpful and consistent support.
Working arrangements
This is initially a casual position, with the intention of moving to permanent part-time. The role comprises 20 hours per week, worked across five days. The preferred schedule is 9:30 am to 1:30 pm, Monday to Friday, although some flexibility may be considered by agreement.
Additional hours may be offered from October to March to support seasonal donation enquiries and collection coordination. Any additional hours will be agreed in advance.

Role Purpose
The role exists to connect Bower’s community and teams, keep essential activities running smoothly, support the CEO’s priorities and help improve the systems that enable Bower to deliver and grow its social and environmental impact.


