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Position Description

	JOB TITLE:
	Office Manager

	REPORTING TO:
	CEO


1. ORGANISATION – PARKINSON’S VICTORIA
Parkinson’s Victoria is a not-for profit peak body that provides information, support and assistance to individuals and families living with Parkinson’s disease.

Through Parkinson’s Victoria, individuals and families have access to a free 1800 phone line, support services, online and print information - including multi-lingual resources - counselling, referral services, advocacy, and peer support groups. And we fund and support clinical and quality of life research. 

We work closely with health professionals to ensure best practice in the care and management of patients and clients who are living with Parkinson’s. 

2. PARKINSON’S VICTORIA:  ROLE OF THE OFFICE MANAGER
Your role reports directly to the CEO, and involves timely and efficient administrative support and managing communications for the organisation.
You will be the first point of contact for clients and volunteers and therefore must provide excellent customer service.  

3. KEY DUTIES AND RESPONSIBILITIES
RECEPTION

· Beginning of the day office procedures;

· Answering of telephone calls promptly and courteously, taking and passing on messages and transferring calls;

· Greeting visitors 

ADMINISTRATION

· Manage the IT systems and office equipment; 

· Manage the administrative systems of Parkinson’s Victoria
· Manage information systems and administrative procedures including client,volunteer and member database 

· Support clients and volunteers as required;

· Administrative assistance to the CEO and other staff from time to time
· Reception, filing, mail processing, mail-outs and other tasks related to the administration of the office; 

· Coordinate the production of relevant reports; 

· Ensure the office is maintained in a clean and tidy state; 

· Coordination of stationery purchases and monitoring of supplies;

IT/COMMUNICATIONS

· Maintenance of website and databases;

EVENTS
· Assist in the coordination of events including organising advertising, invitations, accepting and processing registrations, booking a venue, caterers, and speaker requirements and other associated tasks 
RECORD KEEPING AND FINANCIAL

· Accounts Payable and Receivable 
· Petty cash

Other tasks as designated by the CEO
4. BACKGROUND (Experience & Qualifications)

· Minimum 2 years relevant experience in a similar administrative coordinating role;

· Excellent knowledge of the MS Office Suite;

5. KEY WORKING RELATIONSHIPS/CONTACTS

· Key internal contact - the CEO, Finance Officer  
· Key external contacts – clients, volunteers, members of the public
6. SELECTION CRITERIA

Mandatory:

· Excellent interpersonal and communication skills; 

· Excellent presentation, friendly, courteous and obliging;

· Strong administrative skills including managing a small office, attention to detail and good organisational abilities; 

· High degree of initiative and able to work with minimal management; 

· Extensive experience with office technology including managing computers and data base use and management; 

· Experience in the coordination of a website; 

· Drivers license
· Sense of humour
Desirable

· Experience in event management; 

· Desktop publishing experience; 

· Some experience with the Not for Profit sector
7. HOW TO APPLY - PARKINSON’S VICTORIA OFFICE
Applications addressing the key selection criteria should be received at Parkinson’s Victoria by 5.00pm Tuesday 14 February 2012.
Attention: Ann Burgess, CEO

Parkinson’s Victoria
PO Box 2606 Cheltenham VIC 3192
Or email: aburgess@parkinsons-vic.org.au
Please include with your application:

· A resume, including two recent professional referees;

· A statement addressing all key selection criteria specified in the position description, plus a contact telephone number you can be contacted on during business hours;

· Your application must arrive by close of business on the advertised closing date;

· Late applications may not be considered.

Enquiries please telephone (03) 9581 8700.
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