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ADMINISTRATIVE ASSISTANT
POSITION PURPOSE & DETAILS
The Administrative Assistant is a newly established role created to support the organisation’s success in securing government investment. The Administrative Assistant provides practical, responsive administrative support to Blue Light Victoria’s Programs team, helping to ensure the smooth and effective delivery of programs across Victoria.
Working closely with the Programs team, the role supports day-to-day program operations including scheduling, program resources and materials, documentation, data entry and other administrative requirements. The Administrative Assistant will help ensure staff have the information and resources they need to deliver programs efficiently and to a consistently high standard.
Blue Light Victoria delivers programs in metropolitan Melbourne and regional Victoria, primarily in schools and community settings, in partnership with police, emergency services and community organisations.
Employment Type:	Fixed Term 
Classification:	Level 2 - Social, Community, Home Care and Disability Services Industry Award 2010 
Hours of Work:	up to 38 hours per week
Flexible Work:	options are available for discussion
Reporting Line:	to the Senior Administration Officer
Requirements:	Valid Victorian Employee Working With Children Check (WWCC) & valid Driver’s Licence
ORGANISATION PURPOSE
Blue Light Victoria (BLV) is a leading statewide youth charity committed to investing in the futures of young people. With a focus on early intervention and prevention we engage young people aged 10 – 21. What sets us apart is our unique partnerships with police and emergency services. 
Our mission is to deliver evidence-based, trauma-informed prevention and early intervention programs that bring young people together with police, emergency services, schools, and communities to:
· strengthen belonging,  
· build trusted relationships,  
· improve wellbeing and 
· create safer, stronger communities where every young person can realise their potential. 
Founded in 1976 with drug- and alcohol-free youth discos, BLV has grown into a vibrant organisation delivering programs and initiatives to over 10,000 young people a year
Our values — Connection, Growth, Innovation, and Respect — guide everything we do.
We are committed to diversity, equity, inclusion, and child safety, ensuring young people feel supported, safe, and respected.
KEY RESPONSIBILITIES
Programs Team Support
· Under the direction of the Senior Administration Officer, provide program support and administrative assistance to ensure implementation and high-quality service delivery of Blue Light Victoria programs.
· Maintain and organise program data and paperwork including enrolments, onboarding documentation, program surveys and reporting.
· Support program logistics including venues, travel, catering and other operational requirements.
· Order and/or prepare the provision of supporting materials, catering and resources required for programs and initiatives, including printing, and preparation of program material packs.  
· Undertake regular stocktakes of program materials and resources.

· Ensure that all program information is maintained and updated in Salesforce. 

· Assist in monitoring and responding to program correspondence including emails, phone calls and triaging the centralised program email account

· Stakeholder engagement including communicating with schools, contractors, suppliers, police and emergency services.

· Work collaboratively with the Programs Teams and Volunteer and Community Engagement team to ensure that programs can be implemented. 

· Identify opportunities to improve administrative processes and systems as the organisation and its programs grow.

Other duties as commensurate with the classification of this role as required.
KEY PERFORMANCE INDICATORS
· Timely and accurate program administration – Administrative support is delivered accurately, proactively and within agreed timeframes.

· Program coordination – Program scheduling, resources, documentation and communications are effectively coordinated to support high-quality program delivery.

· Data and records – Program and stakeholder information is accurate, current and appropriately maintained in accordance with BLV policies and frameworks.

· Stakeholder engagement – provides responsive and professional support to schools, facilitators, staff and other stakeholders as appropriate. 

· Systems and efficiency – Uses BLV systems effectively and identifies opportunities to improve administrative processes, systems and ways of working.

· Team support and initiative – Demonstrates strong organisation, prioritisation, initiative and collaboration, anticipating the needs of the Programs team and contributing positively to team performance. 

KPIs will be agreed annually with the Senior Administration Officer and may be adjusted to reflect BLV”s strategic priorities and organisational circumstances.
KEY SELECTION CRITERIA
Required Experience
· Technology and systems capability – Intermediate to advanced skills in Microsoft Office, confidence with technology, and experience with databases, records management, data privacy and information governance. Knowledge and experience using Salesforce, Jotform, Survey Monkey and CANVA will be highly regarded.

· Communication and customer service – Highly developed written and verbal communication skills, with a strong commitment to providing professional, responsive and high-quality customer service.

· Organisation and prioritisation – Well-developed organisational and administrative skills, with the ability to manage competing priorities, meet deadlines and maintain a high level of accuracy and attention to detail.

· Stakeholder engagement – Ability to build and maintain effective working relationships with a diverse range of stakeholders and contribute positively as part of a team.
Knowledge, Skills, and Actions
· Values Alignment Commitment to improving outcomes for young people.
· Stakeholder Relationships - Proven ability to identify and build relationships with new stakeholders while maintaining strong relationships with existing stakeholders.
· Organisation - Proven organisational skills to enable achievement of targets and goals in an environment of competing priorities.
· Language - Proven ability in clearly and effectively communicating with people to enable your message to be understood by everyone, regardless of their level of knowledge in the area.
· Initiative - Demonstrated ability to anticipate next steps, act proactively within established parameters and remain organised, responsive and solutions-focused when schedules, priorities and stakeholder requirements change.

Blue Light Victoria is a child-safe organisation. We prioritise providing a safe place for all children and young people to learn and have fun and have a zero tolerance for abuse in any form. Therefore, are committed to a robust recruitment procedure to make sure the safest and most suitable people work in our programs. We also provide ongoing supervision and oversight of all work with children and young people. 
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