


POSITION DESCRIPTION –Administration Officer RTC
ROLE:
The role of the Recruitment, Training and Campaigning Unit (RTC) is to build AEU workplace strength by increasing membership levels and developing activism and involvement in the union.  
The Administration Officer assists the RTC Manager and workgroup in the daily operations of the RTC Workgroup and helps facilitate involvement in union campaigns in order to implement the goals of the AEU articulated through the organisation’s Strategic Plan.
REPORTS TO:
Manager RTC 
DUTIES
· Administrative support for the RTC Manager and workgroup in carrying out their duties involving all aspects of organising, recruitment, training and campaigning.

· General administrative duties
· maintaining accurate records, files and CRM
· assist in the preparation and coordination of reporting documents
· preparing various communications such as letters, emails, agendas, minutes and action items of meetings
· maintaining leave and attendance records
· proficient in digital meeting programs. e.g Webex, Teams and Zoom.
· Data support for the workgroup
· gather, prepare and analyse workplace information
· maintain data quality of the membership CRM and provide reports to the RTC as required for planning and strategic purposes
· Planning and organising all aspects of various events including conferences, professional development & training forums, regional meetings

· Liaising with members and internal stakeholders, including dealing with member queries
· Take advantage of opportunities to recruit and retain members
· Other duties as required by the Branch Secretary

SELECTION CRITERIA

· Minimum of 5 years’ experience in a similar administrative role
· Proficient in Microsoft 365 Programs (e.g. Outlook, Word, Excel)
· Experience in providing high-quality administrative support in a busy environment
· Strong communication skills, including an ability to liaise with a range of internal and external stakeholders 
· Time management and planning skills
· Ability to show initiative and work independently or as part of a team
· Strong attention to detail
· A commitment to unionism and public education

DESIRABLE
· Diploma of Business Administration or equivalent
· Experience in CRM membership system
· Previous experience working in a member-based organisation would be an advantage



