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Position Description
Administration Officer

	About the position:

	Reports to: Operations Coordinator
	Direct Reports: N/A  

	Salary Range: SCHADS 4
	Employment Status: 12 month (parental leave replacement)

	Hours: Part-time or Full-time Negotiable (DVCS office)
	Entitlements: Up to 5 weeks annual leave and 15 days personal leave per annum

	About DVCS:

	DVCS is a non-government, not-for-profit specialist domestic and family violence service that seeks to reduce violence and abuse in relationships. We provide crisis and long-term support services to help break the domestic and family violence cycle. We are here to support people, both during and after crisis situations as well as support programs for those who use violence, with the aim of bringing about change.
DVCS has been providing services to the Canberra community since 1988, with the initial focus primarily being on crisis intervention. We have grown and evolved over 30 years into a holistic provider of domestic and family violence support services. Our services include a 24/7 telephone crisis counselling service, access to emergency accommodation, help with legal and court matters, support programs and training and education.
Our vision is a world free from violence and abuse.

	Role purpose and context:

	Within the Corporate Services Team, the Administration Officer is responsible for the smooth operations of the DVCS office through provision of administrative support for finance, events, facilities, and any other administrative support for the leadership team as required.
The Administration Officer is expected to attend staff meetings, supervision and participate in performance appraisal processes as required. 

	Key accountabilities

	· Answer and respond appropriately to phone calls and manage functional email accounts and incoming enquiries;  
· Manage travel bookings, room bookings, catering, AV requirements, setup, and cleanup for meetings and events;
· Ensure the administration requirements of the office are met, including maintaining stationary, kitchen products and client assistance packs; 
· Liaise with the office cleaners, rubbish removalists and other suppliers as required; 
· Other duties as directed by the DVCS Leadership Team.
· Provide support to CEO and Deputy CEO in diary scheduling, room bookings and other meeting arrangements;
· Maintenance of DVCS staff wall and contact lists.

	Core capabilities required for all individuals who work for DVCS

	Personal accountability and integrity:
· Be honest, ethical and professional at all times and encourage others to do the same
· Be accountable for your actions, acknowledging mistakes and learn from these
· Honour your commitments and be transparent in your actions
Resilient and adaptable:
· Agile and able to adapt as requirements change
· Show personal resilience by responding to setbacks in a positive way
· Staying calm under pressure and managing own emotions even in difficult situation
Value diversity and inclusion:
· Understand the importance of diversity and demonstrates inclusive behaviour
· Demonstrate respect for others through listening to different views and perspectives
· Create a safe environment where team members feel included and diverse backgrounds and cultures are respected
Work collaboratively:
· Help create an inclusive environment by sharing and valuing the opinions of others
· Encourage collaboration and cooperation including sharing of resources
· Identify and overcome barriers to collaboration and create shared learning experiences
Communicate effectively:
· Communicate in a clear and concise manner verbally and in written form
· Be an active listener and listen to understand
· Adapt communication style to suit different stakeholders
Build positive relationships:
· Building relationships with clients and their families and in the community
· Work towards mutually beneficial outcome
· Resolve conflict through respectful debate and by being prepared to listen to other views
Evidence-based decision making:
· Support evidence-based decision making by using data in a critical manner
· Integrate data from various sources and transform into possible solutions
· Transform analytics into clear and actionable insights that lead solutions 
Client focus:
· Demonstrate client focus by delivery of high-level services
· Provision of advice and ability to listen to the client and understand their needs
· Treats all clients with respect and professionalism
Financial management:
· Ensure financial responsibilities are well managed, accurate and timely
· Ensure appropriate approval for expenses or spending as required by delegations
· Show high standards of financial probity and respect for the organisations money
Commitment to being your best:
· Show drive and motivation to be your best self
· Regularly reflect on own performance to improve and grow
· Seek and accept opportunities for growth including development opportunities and challenging assignments
Problem solver:
· Ability to think, analyse and work through problems in a pragmatic manner
· Gather and investigate evidence from a variety of sources
· Question inconsistencies or gaps in information to define the problem clearly and identify potential solutions

	Key Skills, Experience and capabilities for the Community Engagement and Sponsorships Officer:

	The Administration Officer will require the following skills, experience and capabilities:

· Relevant experience in administrative support
· Strong written and verbal communication skills including the ability to liaise with a wide variety of people
· Self-motivated with the ability to work independently and use initiative
· Able to prioritise competing tasks and ensure deadlines are met and expectations managed when issues arise
· Ability to work flexibly to meet the needs of the business
· Good working knowledge of IT systems and the Microsoft Suite, with the ability to learn and adopt new technologies where appropriate
· Knowledge and understanding of domestic violence and social justice issues, or a willingness to gain such knowledge
· A demonstrated commitment to the values of equity, inclusion and diversity
· Willingness to engage in and support First Aid and Fire Warden requirements
· Current Working with Vulnerable People Card
· Current driver’s licence
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