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ADMINISTRATION MANAGER (AM)

Full time-38 Hour week. The position will be working mostly during office hours of 9am to 5pm Monday to Friday. 

Salary Level and Range –$40-45,000 p.a.( plus superannuation)
Accountable to the MASG Committee via the Project Review and Employment sub committee

Applications:

Can be posted to PO BOX 1043 Castlemaine VIC 3450, hand delivered to our offices at 233 Barker St or emailed to dc@masg.org.au.

Applicants should address the following Key Selection Criteria in their applications. 
Key Selection Criteria

1. Excellent communication and organizational skills.

2. Experience in dealing with the public including volunteer recruitment and management
3. Knowledge of Access database and MYOB computer programs (or willing to learn) and a general high degree of computer and IT literacy

4. An interest and understanding of climate change & sustainability issues
5. The ability to work as part of a team but also to work unsupervised

6. A  flexible and creative approach to a fast changing work environment

The job responsibilities outlined below will form the basis of the position’s work plan.
	GENERAL RESPONSIBILITIES

	Overall responsibilities

· The AM will be responsible for many of the administrative and some of the financial and volunteer aspects of the organisation’s activities.

· The AM will work closely with the Project Coordinator and liaise with the treasurer of  MASG regarding financial matters.

· Where possible, duties should be allocated to volunteers

	PARTICULAR RESPONSIBILITIES

	Reception and Telephone

· Ensure that telephone answering and reception is carried out effectively

	Office Tasks

· Maintain office supplies and coordinate equipment repairs and maintenance

· Coordinate the maintenance and cleaning of the office

· Deal with mail in and out including collection and posting

· Maintain an effective office message system for staff and members of the committee

· Establish and maintain a filing system

· Maintain Office Notice boards 

· Maintain booking system for meetings

· Ensure that the office & meeting rooms are well maintained

· Ensure that lease conditions are complied with

	Book Keeping  

· Maintain a petty cash & receipts system

· Day to day accounts data entry using MYOB 

· Raise invoices statements/receipts as necessary

· Assist with provision of information for financial reports

	Budgets and Funding

· Advise on project & event budget development and monitoring 

· Be familiar with the overall MASG budget and funding requirements of the organization

· Assist with funding applications and acquittals from time to time 

	Membership

· Manage new and renewing membership records, receipting, banking and acknowledgments, and renewal reminder process

· Maintain up date membership database (Access)

· Assist with membership mailouts and drives as necessary

· Prepare new member lists for committee approval – monthly

· Alert the PR & E sub committee to any issues which arise regarding membership

	Volunteers

· Establish and maintain a register of volunteers and skills along with a register of jobs

· Assist project staff in finding suitable volunteers for large one off events

· Establish a core group of volunteers to assist with administrative tasks and train and supervise them

	Member liaison and communication

· Obtain information from staff and others and collate and distribute the weekly E News to the member email and hard copy lists.

· Coordinate the regular updating of the MASG website

· Establish and maintain a register of media stories and coverage on MASG

· Establish and update a database for use in distribution of media releases including contacts.

· Assist in the organization of member events/meetings

· Maintain the supply of information materials within the office.

· Respond to information requests from members and advise the committee on the types of information most relevant to our members.

	Meetings

· As necessary arrange external meeting venues

· As required organize teleconferencing facilities for committee meetings

· Be responsible for the use and maintenance of MASG equipment

· Assist in organizing the Annual General Meeting

	Other

· Along with other staff and committee members, assist in the delivery of major MASG events from time to time


Further information: Contact Dean on 54 70 6978 or 0448 327 791
Posted or emailed applications must arrive at the MASG office before 5pm 

on Thursday January 31st
