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Position Description

	Position title:
	A4 Senior Administration Officer

	Location:
	Melbourne

	Reports to:
	Regional Manager

	Project management classification: 
	Project Practitioner



Role purpose

Carries out administration, project and executive support activities associated within the Administration team.  Reporting directly to the Regional Manager you will serve as a principle point of administration contact and liaison with both internal and external contacts.  
The role also forms part of a national administration team that shares workload across the group as demands and availability shift within offices. The role embraces a virtual job-sharing model through the use of technology and collaboration between administration staff across all offices to deliver a high level of consistent, quality service to internal and external clients.
The role is also expected to embrace the working culture of pitt&sherry and add a dynamic to the team environment in the office through active participation and engagement with fellow colleagues in the office and those throughout the organisation.

Key responsibilities/duties

Main activities
General administration support to the whole team
Provides support to ensure efficient operation of the office (e.g liaising with the Office Manager)
Quality control on project deliverables (adhering to company templates and styles), e.g producing professional reports, proposals and tenders, completing worktray task requests, supporting Project Managers to meet their clients’ needs.
Administrative support using a variety of programs and systems
Supporting management and the wider team
Answering and transferring incoming calls and emails
Reception duties
Assist in documenting and communicating operational policies and procedures
Provide cross functional team support and coverage as and when required
Entering & reconciling credit card transactions and petty cash purchases
Data entry, filing, archiving and general administrative tasks
Catering and function coordination
Travel and accommodation bookings
Supporting management and the wider team
Attend Administration Network meetings 
Adhoc duties as required
Undertake tasks, as directed by the GM Finance and Support Services and/or the Senior Management.

Key skills
Self-motivated with the ability, in consultation with the Regional Manager, to initiate and develop logical administrative systems to improve efficiency and effectiveness of administrative functions
Highly developed administrative and organisational abilities and demonstrated extensive experience in performing administrative functions at a more senior level
Strong interpersonal and communication skills and the ability to work effectively 
Ability to work in a team-oriented environment
Effective time management, organising and planning skills
Ability to work in a self directed manner
Ability to multi-task and prioritise tasks to meet deadlines
Demonstrated ability to maintain confidentiality
Strong commitment to occupational health, safety, environment, community and sustainable development initiatives
Analytical and problem solving ability 
Strong skills in the use of word processing, database management, spreadsheet, and/or presentation software.

Internal contacts
· Employees at all levels, other business units, management.
· Administration team.

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.
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Education & qualifications
Desirable:
Diploma qualifications.

Professional skills & experience
Diploma of Business Management or equivalent competency. 

Personal attributes
Can do attitude
Excellent oral and written communication skills 
Willingness to get the “job done”
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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Specialist Knowledge.
Practical Solutions.
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