
 

 

POSITION DESCRIPTION 
Senior Administration Officer, Uniting 

 

Your direct reports:  None 

ABOUT UNITING 

 

 

ABOUT THE ROLE  
 

Child related 
role 

No 
 

WWCC  not required 

 
 



 

 

YOUR RESPONSIBILITIES 

Position Specific Responsibilities: 
• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

 
Organisational Responsibilities 
• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

 
Professional Responsibilities 
• 

• 

• 



 

 

 

KEY PERFORMANCE INDICATORS 

• 

• 

• 

• 

as relevant.

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

 

 

THE IMPORTANT DETAILS  
 
Your experience ticks the following boxes: 

• Relevant qualifications and/or at least 5 years’ experience in a similar role. 

• Experience working in a diverse and busy environment. 

• Good knowledge of business process ideology, including understanding of policies and their 
application. 

• Experience in Financial Management Systems. 

• Advanced skills in Microsoft Office. 

• Excellent organisational, time management and prioritising skills. 

• Able to demonstrate a high level of accuracy, attention to detail. 

• Proven leadership and mentoring experience and skills. 

• Ability to communicate effectively and professionally with a range of staff, both verbally and 
electronically. 



 

• Strong analytical skills with the ability to resolve issues. 

• Proven experience in dealing with confidential issues. 

• Ability to work both individually and within a team environment. 

• Current NSW Driver’s License. 

• Experience in WHS and Training. 
 

 

 

 


