Administration Assistant
Position Description | Budding Resilience Therapies
Position details
The Administration Assistant is a full-time, permanent role for Budding Resilience Therapies'.
	Position title
	Administration Assistant

	Organisation
	Budding Resilience Therapies

	Location
	Penrith, NSW

	Employment type
	Part time, permanent

	Hours
	 24 hours per week

	Award and classification
	Social, Community, Home Care and Disability Services (SCHADS) Industry Award, level to be confirmed

	Reports to
	To be confirmed

	Works closely with
	Practitioners and management



Position purpose
The Administration Assistant is the first point of contact for clients and families, and keeps billing, records and compliance accurate, timely and handled with care.
Budding Resilience Therapies has supported children, young people and adults across Sydney since 2020. It delivers Specialist Positive Behaviour Support under the NDIS alongside counselling, social work, clinical supervision and sector training. Every one of those supports depends on reliable administration behind it.
The role works closely with practitioners and management and is trusted to make decisions and solve problems with real ownership and scope to shape how the practice runs.
Key responsibilities
The role covers six areas of work:
Front of house and enquiries
1. Welcome clients, families and visitors in person and by phone.
1. Handle enquiries with warmth, discretion and respect for confidentiality.
1. Direct enquiries to the right practitioner or manager and follow up so nothing is missed.
Client intake
1. Coordinate onboarding paperwork, consents and service agreements.
1. Complete and check client files so they are ready before services begin.
1. Keep families informed of what is needed and by when.
Billing and claiming
1. Prepare and issue invoices accurately and on time.
1. Process NDIS and Medicare claims.
1. Track NDIS plan funding and budgets against services delivered.
1. Follow up outstanding accounts promptly and courteously.
Records management
1. Maintain accurate, current client records in the practice management system, splose.
1. Meet privacy and record-keeping obligations in every file, entry and disclosure.
Compliance and quality
1. Support compliance and quality activities across the practice.
1. Maintain document control, including versions, review dates and approved copies.
1. Help prepare for audits by gathering and checking evidence.
General practice administration
1. Manage correspondence and prepare reports.
1. Order and monitor supplies.
1. Keep the office and Penrith House running well day to day.
Key relationships
The role deals with clients and families first, and with practitioners and management daily.
	Relationship
	Nature of contact

	Clients and families
	First point of contact in person and by phone; intake, scheduling queries and account questions

	Practitioners
	Day-to-day coordination of client files, records, intake and billing

	Management
	Direction on priorities; reporting, compliance and quality activities; escalation of issues

	NDIS Commission, NDIA and Medicare
	Claiming, plan tracking and audit evidence, as directed by management

	Suppliers and external contacts
	Ordering supplies and general correspondence










