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www.nwmnc.org.au		03 9328 1126

POSITION	Administration Support Worker

EMPLOYMENT BASIS	Part time
HOURS	8.0 hrs/week over two days to be agreed
REMUNERATION	Schedule B,(Class 1) Level 1.2 of the Neighbourhood Houses and Adult Community Education Centres Collective Agreement 2024. The current rate of pay is $28.44 per hour plus 12% superannuation

ABOUT THE CENTRE	North & West Melbourne Neighbourhood Centre (NWMNC) is a Neighbourhood House and Learn Local located in Errol St, North Melbourne. We have been a part of the North Melbourne Community for over 50 years.  Our programs include homework clubs, Sing Now Community Choir, North & West Melbourne News, learning and skills-building activities, and events and activities from morning teas and bus trips to large street and laneway festivals.  We aim to play a role in maintaining an engaged North and West Melbourne community in the face of great change and large numbers of new residents. 
	
The Centre embraces the principles of community development throughout its operations.

The administration and front desk team represent the public face of the organization. They are the key touchpoints for the local community. The Administration support worker will be a key member of that team. 
	
LOCATION	This role works from NWMNC, 58 Errol St, North Melbourne. Vic, 3051

REPORTS TO	Community Outreach Co-ordinator

INTERNAL LIAISONS	Staff, Contractors, volunteers (mainly front desk volunteers) and work placement students.

EXTERNAL LIAISONS	NWMNC users, residents, other community organisations.

DUTIES/RESPONSIBILITIES	The Administration Support worker will be responsible for the smooth operation of the front desk when working. Responsibilities include but are not limited to:
· Providing general administrative and reception support
· Answering phone calls and responding to enquiries
· Assisting with data entry, filing and maintaining records
· Processing activity bookings, registrations and payments. 
· Assisting with basic office coordination
· Ensuring that the pamphlet racks are tidy and stocked with current publications and flyers.
· Providing friendly and welcoming support to community members
· Assist with the set up of activities held and NWMNC including the provisioning of catering
· Assist in ensuring the Errol Street facility is clean, tidy and well presented at all times,
· Assist with the preparation of promotional flyers and the management of NWMNC’s social media channels.
· Assist with the Container Deposit Scheme including basic administration and maintaining records
· Other duties as required.

[bookmark: _Hlk55979520]KEY SELECTION CRITERIA 	Applicants for the position will be considered against these key criteria:

· An understanding of the nature and work that Neighbourhood houses do. 
· Ability to work collaboratively with diverse stakeholders and to build effective relationships. 
· Proven ability to communicate effectively with people from variety of cultural backgrounds
· Knowledge, skill and experience in use of information systems and computer programs and a good understanding of the Microsoft suite of products and how to use them, (i.e. Word, Excel, PowerPoint Outlook etc.)
· A clear Victorian Police Records Check and a current Working with Children Check 

DESIRABLE SKILLS                 Experience with social media, Canva and basic content creation, particularly for Facebook, Instagram & Linked in.                 	

ORGANISATIONAL	Adherence to NWMNC’s Staff Policies including its Child Safety Policies and 
RESPONSIBILITIES 	Procedures and Occupational Health and Safety Policy, which involves assuming responsibility for the proper use of any equipment provided for safety purposes.

	Promoting a positive image of NWMNC to members of the public.

WORK ENVIRONMENT	This position involves sitting and standing, climbing stairs, light lifting, and possible external work.

BUDGET	This position has no delegated responsibility and authority operating budgets. Any expenditure must be pre-approved, The CFO/CIO or The Centre Director.  
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