AUSTRALIAN MULTICULTURAL COMMUNITY SERVICES
POSITION DESCRIPTION

Position Title: ADMINISTRATIVE OFFICER
Direct Reports:
Hours: 15.2 Hours per week (Mondays and Fridays)
Location: Australian Multicultural Community Services
296 Nicholson St, Seddon, Vic 3011
Classification: Social, Community, Home Care and Disability Services Industry Award

2010, Social and Community Services Employee Level 1. The level of
final salary is assessed based on qualifications and relevant experience
Objective: Act as the primary point of contact for visitors and phone enquiries at
Australian Multicultural Community Services (AMCS).

Deliver high-quality, professional customer service.

Manage reception duties efficiently, ensuring a welcoming and organized
environment.

Support the day-to-day administration and overall management of the
office.

The Australian Multicultural Community Services (AMCS) is a community organisation with more than 35
years of experience serving the multicultural community.

Please refer to our website for the full range of current services provided by AMCS.
www.amcservices.org.au

The Administrative Officer serves as the first point of contact for clients and visitors, providing professional
and efficient customer service at Australian Multicultural Community Services Inc. (AMCS). This role
manages reception duties, handles enquiries via phone and face-to-face interactions, and supports the

general management and smooth operation of the office.

Direct accountability is to the Chief People Officer
AMCS Management has a right to review this position description.

- Ensure that the diverse needs of clients are considered and accommodated. This includes and
incorporates physical, cultural, gender-identity and other.

- Able to respect the diverse needs of other people.

- Able to communicate effectively with people from diverse backgrounds.

- Inallinstances works harmoniously with diverse people including people from CALD backgrounds.

- Provide professional, courteous and helpful customer service to internal and external clients.

- Ensure the environment is visually maintained in a professional manner at all times.

- Provide general administrative and some software usage assistance (eg. MS Office inc SP) to
office-based staff.

- Liaise with AMCS contractors such as cleaners and landlord, maintenance of car/bus services and
all claims for repairs to vehicles and liaise with Vic Roads, maintain registers (cab charges),

- Organise, register incoming and outgoing mail.

- Maintain, order and distribute stationary supplies, ordering catering food required for events



http://www.amcservices.org.au/

Professional Development
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Organise AMCS’ printing requirements.

Assist in the coordination of purchase, the repair and maintenance of office equipment.
Develop, manage and update information databases and electronic systems and resources
including manuals, contact lists, Organisation Chart, policies and procedures as needed.
Perform word processing, correspondence production, and general administration support.
Ensure the employee time in and time out register is properly maintained.

Assist the Board, CEO and Management as requested.

Fire Warden

Review of the MAC Portal

- Participate in staff development opportunities as planned and
required.
- Attend meetings and In-Service training when appropriate.

Occupational Health & Safety - Comply with policies & procedures, identify OHS concerns and

Legislative Requirements

Other

communicate these to AMCS management.
- Report hazards and incidents.

- Ensure compliance with relevant policies and legislative
requirements such as Occupational Health & Safety (OHS), the
Aged Care Act including the Aged Care Quality Standards, and
the Commonwealth Privacy Act.

- Familiarise self with relevant policies, procedures and work
practices of AMCS.

- Meet employee obligations as outlined in AMCS’ Policies and
Procedures.

- Commit to processes of continuous improvement activities.

- Carry out other duties as delegated by the person you report to
or the next person in the organisational structure.
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Ability to communicate with a diverse group of people including staff, visitors and clients.

Knowledge of computer application involving use of a software package.

Ability to exercise appropriate discretion when dealing with sensitive matters.

Ability to work with minimal supervision and to organise work and priorities.

Ability to work in a team environment.

Skills and experience in various office administration and clerical tasks.

Experience in switchboard operation and the provision of reception services.

Exemplary people and client services skills, interacting with warmth and taking opportunities to create
a positive rapport with everyone contacting AMCS

Regular commitment to tracking the results of marketing by filling out a call capture entry for each call
Willingness to learn new skills and flexible to organisational requirements.

Excellent organisational and time management skills

Able to maintain high levels of confidentiality
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1. All employees, including volunteers are required to provide a current National Police Certificate before
commencing work with AMCS.

. Continuous employment with the organisation is conditional upon the receipt of ongoing funding for the
program.

. Meeting any medical standards required to perform the inherent requirements of the role.

. Satisfactory performance during and after the probationary period (for new staff).

. Annual Appraisals by the direct Manager.

. An adherence to the AMCS Policy and Procedure Manuals

. All applicants must demonstrate the right to work in Australia.
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Further terms and conditions for ongoing employment are set out in the Contract of Employment, the
National Employment Standards and the Fair Work Act 2009 and the relevant legislation and AMCS policies
and procedures as amended from time to time.

Position description agreed to:
Employee’s Name:

Signature:

Date:

Manager’s Name:

Signature:

Date:
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Australian Multicultural
Community Services

AMCS Values
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Clients First Respect and Diversity Our People
We strive for Client Satisfaction: We stand for Respect & Diversity: We value our Staff and Volunteers:
Delivering the best possible Providing the highest levels of We acknowledge our multicultural
outcomes for our clients; building integrity and personal team and the skills, knowledge and
effective relationships which allow standards in an apolitical and dedication you bring to our clients
needs to be identified early and impartial manner to clients and the success of AMCS. We
quickly satisfied. and stakeholders. value your contribution with

wellbeing support and career
development.

Co E

Quality Continuous Improvement Compliance
We deliver Quality: We practice Continuous We ensure Compliance:
Achieving the highest standards Improvement. Ensuring all are aware that this is
in everything we do; ensuring Striving to achieve higher non-negotiable and deliver what is
that all individuals take standards of performance; expected as per legislative
responsibility for achieving this positively seeking opportunities requirements; actively involved
and take pride in their work and to bring about organisational and with all levels of government and
the organisation. service delivery improvement and other community service
overcome resistance to change. providers in an open and honest

manner.
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