[image: image1.png]Conservation

\ Council SA




Job Description:

Office Manager

THE ORGANISATION

Conservation SA is the peak conservation body for South Australia, representing over 50 of the State’s conservation organisations.  Conservation SA is an independent non-profit, non party-political, community based organisation which provides resources, advice and representation for the SA environment movement, and which leads many of the key conservation campaigns in SA. Conservation SA is also known for its success in advocacy, developing long-term community development, education, and on-ground environmental restoration programs.

Conservation SA regularly liaises with Local, State and Federal Governments, Government agencies, media, educational institutions, NGOs, unions, industry, business and other groups on matters relating to the environment and social justice.  

As a community organisation Conservation SA encourages and supports a network of volunteers from all walks of life – for its office, on-ground, governance and campaign activities.

Position Description

Title:


Office Manager

Classification:          
CCSA Enterprise Agreement, Level   4.1 - 3

Responsible to:  

Chief Executive Officer

Salary:  


$50 – 52k (plus 9% superannuation)

Hours:



 Full time, during office hours (9-5am)  

Employment Basis: 
This is a full-time permanent position of 38 hours per week. The position is subject to a 3-month probation review.  Continuation is subject to the ongoing availability of funding, need and annual performance review. 

Conditions of Appointment:In accordance with the CCSA Enterprise Agreement

Should the employee become a candidate for State or Federal Parliament, the employee shall take leave without pay.  If elected, the employee shall be deemed to have resigned.
Scope: 

This position is responsible for effective coordination of Conservation SA office. 

The Office Manager’s key responsibilities include:

Administration 
· Delivery of reception services, including phone, mail and visitor greeting

· Oversight of records management to ensure effective record keeping systems to meet requirements, including financial, database, filing and archives.

· Oversight of the administration support services including telephones, photocopier, fax, courier and supplies

· Building services & asset management to ensure a functional and safe working environment 

· Manage supplier accounts, identifying purchasing opportunities

· Assist with event coordination, including; advertising, receipting, equipment booking etc

· Data collection in relation to organisational activity, community needs, staff activities 

Human Resources 

· Administration of staff recruitment procedures; including advertising, contract preparation and facilitation of induction
·  Ongoing maintenance of HR records, including timesheet system, in a   confidential manner
· End-to-end payroll processing and payments, including management of related super, work cover, tax and leave entitlements  

· Coordinate Award and Enterprise Agreement integration in relevant administrative policies

· Maintain Staff Association account

· Coordinate delivery of a volunteer program
Information Technology 
· Coordination of network development and maintenance via liaison with IT consultants and ISP provider

· Support staff by coordinating IT Help

· Develop & maintain systems that enhance operations; including; calendars, booking systems, information sharing & reporting

Financial 

·  Co-ordination of Conservation SA’s day-to-day financial processes and systems

· Management of MYOB including - general ledger, asset register, creditors, debtors, financial records and cash flow monitoring

· Liaison with project managers to assist develop & monitor budgets, including presentation of monthly project statement

· Oversight of records management to ensure effective financial record keeping systems that meet financial best practice
· Liaising with Accountant (external firm) to ensure adjustments made, statuary obligations fulfilled & good reporting
Data Base:

· Oversight of records management to ensure effective record keeping systems to meet database objectives
· Entry of information into database, ensuring accuracy & timeliness
· Extracting information, including trends, from database
Person Specification:

Experience, skills and personal attributes required to fulfil the position include:

· Office management / coordination experience
· High level of computer literacy in MS Office and experience in use of databases. 
· A finance qualification and/or experience in financial management

· MYOB experience or experience in equivalent software
· Demonstrated accuracy and attention to detail 

· Exceptional organisational and time-management skills
· Working with & supporting volunteers
· Outstanding communication skills, both oral and written 

· Commitment to environment and social justice issues

· Discerning and innovative in relation to problem solving

· Highly developed organisational and time-management skills

· Ability to relate to a range of people across the organisation including staff,  members, volunteers and the public 

·  Demonstrated ability to use initiative, work independently and in a team
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