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	Position title:
	A3 Experienced Administration Officer

	Location:
	Brisbane 

	Reports to:
	Office Manager Brisbane

	Project management classification: 
	Project practitioner




Position objective:
The focus of this role is to concentrate on supporting the Brisbane office and carry out administration, project and executive support activities associated with Brisbane.  Reporting directly to the Office Manager Brisbane you will serve as a principle point of administration contact and liaison with both internal and external contacts.  

	Key responsibilities/duties

	Main activities
	Tasks included but not limited to:
Office Management:
Reception duties; attending to deliveries, enquiries and visitors
Collection & distribution of mail
Answering incoming calls, transferring calls and communicating messages by email.  Following up on enquiries or issues received by phone call or email where required.
Providing administration assistance to the Brisbane team
Raising purchase orders and paying invoices by credit card
Ordering stationery and other office supplies as required.  Maintaining stocks of commonly used supplies.
Electronic filing
Entry of credit card receipts and monthly reconciliation of credit card statements
Assisting the Office Manager in managing the office and coordinating timely maintenance 
Overseeing the common areas of the office including meeting rooms, reception area and kitchen and ensuring staff are leaving these spaces clean and tidy
Making travel arrangements and organising meetings
Organising Brisbane office end year function and catering of office based training sessions.
Administration services:
Producing professional reports, proposals and tenders
Completing worktray task requests per the pitt&sherry worktray guidelines. Adhering to company templates and styles.
Support Project Managers to meet their clients’ needs
Provide support using a variety of pitt&sherry systems
Working in conjunction with the pitt&sherry Administration Team, Finance and Group Services staff as required
Manage the process of ordering & distributing staff pitt&sherry clothing.

	Key skills
	Excellent communication skills – oral and written, & relationship builder 
Problem solving skills
Ability to work in a team-oriented environment. Effective time management, organising and planning skills
Ability to listen, follow instruction and work autonomously
Time management skills with the availability to multi-task and prioritise competing work loads
Strong commitment to occupational health, safety, environment, community and sustainable development initiatives
A high level of proficiency in Microsoft Office suite of products
Attention to detail.

	Internal contacts
	Office Manager
Project Managers
Responsible Directors.

	External contacts
	Clients 

	Work health & safety
	Ensuring accountability for personal safety is developed and displayed
Ensuring that all work is carried out in accordance with WH&S policies and procedures
Ensuring that all WH&S incidents and non compliances associated with own works are reported
Personally participate in the investigation of any significant incidents associated with own work
Ensuring that own work is carried out in accordance with environmental policies and procedures
Ensuring that all environmental incidents and non compliances associated with own work are reported.

	Values
	Demonstrate and live the values of pitt&sherry including the company commitments to improvement.

	Compliance
	Ensure compliance with all company policies and procedures.



	Skills and qualifications

	Education & qualifications
	Desirable:
· Certificate or Diploma Administration qualifications

	Professional skills & experience
	Minimum Cert IV Administration or equivalent competency. 

	Personal attributes
	Excellent oral and written communication skills 
Able to identify, analyse and solve problems 
Detailed orientated
Hard working
Practical and creative 
Able to work without supervision 
Able to work as part of a team 
Able to accept responsibility 
Willing to contribute and adhere to the safety requirements of the operation.
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