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Position Description

	Title
	[bookmark: _Hlk88639053]Administration Assistant

	Position Location
	Central

	Employment type
	Full time (Fixed term)

	Reports to
	Executive Assistant CEO & CFO

	Direct Reports
	Nil

	Mercer Grade / Work Value Points
	Grade 1 (Work value points - 96)

	[bookmark: _Hlk534899551]The Creche and Kindergarten Association Limited (C&K) is a not-for-profit early childhood provider with more than 320 early childhood education and care (ECEC) centres located across Queensland. 

Our purpose is to nurture and inspire children to succeed in an ever-changing world. This is at the forefront of everything we do.

C&K’s vision is to be a place where every child flourishes.

Our values:
· we put children first
· we respect all people and each other
· we work with integrity and strive for excellence in everything we do

These underpin the way we work with children and families, communities, colleagues and partners.

Child Protection and Safeguarding is a shared responsibility at the Creche & Kindergarten Association – across leadership, governance, employees, volunteers and families.  As a signatory to the Queensland Statement of Shared Commitment, C&K recognises that every interaction counts in creating an environment where children feel safe, secure and self-confident. 
All employees at C&K embrace this safeguarding culture and enforce our zero tolerance for any abusive or inappropriate actions. They do this by creating inclusive, culturally safe and nurturing environments where children are empowered to thrive through quality relationships and voice their perspectives with confidence, knowing that they will be heard and taken seriously. 
Our recruitment processes reflect these child-safe commitments and are designed to identify the most suitable and qualified persons to work with children and facilitate a child-safe environment.  

We reinvest our surplus to benefit children and families disadvantaged in their access to early childhood education. This includes children with additional needs and children and families in rural, remote, Aboriginal and Torres Strait Islander and disadvantaged communities.


	
Purpose
	To provide administrative assistance to the C&K Central Office and ensure tasks are completed to the highest of standards. 

	Key accountabilities 
	· [bookmark: _Hlk88639715]Manage front-of-house operations, including welcoming visitors and contractors, and directing their arrival by communicating with staff. 
· Manage shared inboxes, including the Office Admin and Travel inboxes, responding to enquiries, prioritising requests, and escalating where required
· Coordinate incoming and outgoing mail, including sorting, distribution, and ordering AusPost supplies. 
· Set up and pack down daily office requirements (e.g. reception area, coffee machine, TV, dishwashers) 
· Monitor, manage, and replenish office supplies and consumables, including placing monthly stationery and stock orders
· Track and manage stock levels (e.g. milk, coffee supplies) 
· Support meeting and event preparation, including room setup and reset in line with booking requirements 
· Maintain and organise shared office spaces, including mailroom, kitchens, and storage areas 
· Complete scheduled weekly and monthly maintenance tasks (e.g. cleaning appliances, restocking printers, descaling coffee machine) 
· Assist with travel coordination and bookings via Corporate Traveller, including amendments, bookings and cancellations for C&K staff. 
· Provide general administrative support to staff across the organisation, including ad hoc requests 
· Provide administrative support to the Executive Assistants and Executive Management Group as guided by the Executive Assistants
· Support compliance-related administration (e.g. student placements, contractor documentation, record tracking) (WHS Students, Contractors & Volunteers) 
· Maintain accurate records and trackers using Microsoft Excel and other systems 
· Assist with internal communications, including drafting emails, notices, and signage


Please note that the responsibilities outlined in this position description are not exhaustive, and only an indication of the work of the role.  C&K can direct you to carry out duties which it considers are within your level of skill, competence and training.


	SKILLS & EXPERIENCE 

	· [bookmark: _Hlk88639447]A working knowledge of the Microsoft Office suite of products with the ability to learn new software applications 
· Self-motivated with a positive can-do attitude 
· A commitment to continuing professional and personal development
· Ability to prioritise tasks and work efficiently
· Good communication skills 
· Ability to create a welcoming environment 
· Ability to work with minimum supervision

	Additional information

Hold a Blue Card or Blue Card Exemption Working With Children Check; 
 
The information above is not intended to be an all-inclusive list of the responsibilities of the job described.  Rather, they are intended only to describe the general nature of the job. C&K is a growing organisation; to support the vision for the business it is expected that the incumbent will evolve the position over time in alignment with the dynamic nature of the business and the region.
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