VACCA

Connected by culture

Position Receptionist/Administration Officer Position Number Sth106

Reports to  Office Manager Direct Reports ~ N/A

Status Ongoing Time Fraction Full Time

Award SCHADS Level 1.3 Location Dandenong / Frankston

OUR VISION

Our footprint will be informed by Aboriginal self-determination and grounded in culture, with our voices
and actions guiding the fires of change.

OUR PURPOSE

Grounded in Cultural Therapeutic Ways, we commit to Heal, Connect and Protect Aboriginal children,
families and community; informed by culture, trauma and self-determination to bring about generational
change.

POSITION SUMMARY

The Receptionist is responsible for providing a professional and friendly first point of contact to all VACCA
clients and visitors at the VACCA office. The role is essential in attending the front office, assisting with

administration and support functions to various VACCA staff ensuring smooth operation of the reception
and broader office.

KEY RELATIONSHIPS

Internal: VACCA programs, staff, management, and leadership

External: Aboriginal community members and services contacting the local office

KEY SELECTION CRITERIA
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ESSENTIAL

Demonstrated commitment and understanding for the values that underpin VACCA'’ vision and
purpose

Demonstrated awareness and appreciation of Aboriginal societies and cultures, and commitment to
continually build knowledge of such, along with a high level of awareness of the key issues which
impact upon Aboriginal communities.

Ability to provide a professional and courteous telephone and reception service to individuals,
professionals and families contacting the office via telephone, email and face to face.
Organisational skills, including time management, attention to detail and the ability to multitask and
prioritise

Ability to undertake general administrative tasks and record keeping

Excellent interpersonal skills, such as reliability and enthusiasm good verbal and written
communication skills including professional phone etiquette

Demonstrated client/customer service and the ability to respond to needs of internal and external
stakeholders

Position will be based at one location but may need to assist at times at another branch.

REQUIREMENTS

You must have and continue to hold a full Victorian Driver’s Licence, a current employment
Working With Children Check card and a clear National Police Check

KEY RESPONSIBILITIES

© VACCA

Providing a friendly first point of contact for all clients and visitors contacting the office
Answering the phones in a professional and courteous manner, including providing an accurate
record of phone messages via email and ensuring they are delivered to the relevant staff member in
a timely manner

Provide support to the Office Manager with Carpool fleet vehicles in coordinating car washes, car
servicing, including the driving of fleet vehicles to Car service centre and pick up of vehicles after
completion of servicing and repairs.

Provide administration support to the Office Manager & leadership group as requested

Provide support with minutes, agendas and meetings including catering as required

Registering all incoming and outgoing correspondence and keeping an accurate record of these calls
being made and diverting the phones at night
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- Collecting the mail from the Post Office and posting all outgoing mail.

- Maintaining the upkeep of the reception area in a neat and orderly manner.

- Ensuring that visitors sign the visitor’s register book and receive and return a visitor pass whilst in
the building

- Photocopying and distributing all incoming mail

- Undertaking general administrative tasks including filing, photocopying stationary orders and other
office goods etc.

- Purchasing of items through accounts, assist with debit card and petty cash and other financial tasks

- Ensure compliance with the OH&S Act and VACCA policies.
- Contribute positively and proactively to team and organisation wide OH&S activities.

- Ensure compliance with legislation, contract and policy requirements in your day to day work to
meet the organisation’s audit, contract and registration obligations.

- Proactively apply your specialist knowledge in the review and maintenance of policies, systems and
processes.

- Continue the development of a culturally strong and positive working environment using a
continuous improvement approach.

- Participate proactively in team project initiatives

- Support other team members in periods of high demand and during periods of absence.
- The ability to work flexible hours when required

- Undertake other duties as directed
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We are committed to Aboriginal self-determination and supporting strong, safe, thriving Aboriginal
communities and aim to ensure every individual is treated with dignity, honouring all cultural backgrounds,
abilities, ethnicities, sexual orientations, gender identities and spiritual beliefs.

VACCA is a child-safe organisation and is committed to ensuring the safety and wellbeing of children and
young people with zero tolerance for child abuse. All successful applicants will be required to undertake a
National Police Record Check and Working with Children Check prior to commencement of employment
and periodically following commencement.

VACCA is an equal opportunity employer and has a smoke-free workplace policy.

This position is designated under the Multiagency Risk Assessment and Management framework
(MARAM) Identification (Tier 4) level which requires mandated MARAM Family Violence Screening &
Identification training and VACCA MARAM Identification responsibilities.
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