 Queensland Greens Party Office - Office Coordinator
Readvertised
Employer: Queensland Greens

Work type:  Full time

Key functions: Team management, Office Administration, Customer Service, 
Location: Brisbane (offices currently located at the Albion Peace Centre)
The Queensland Greens are seeking a full-time team member to coordinate the smooth running of the central office of the Queensland Greens Party. This position will work with a part-time administration officer and a part time financial administrator position. 

This team represents the public face of the Queensland Greens Party. The person we are seeking will coordinate the delivery of services to party members and to ensure that Party responses to community, government and other organisation enquiries are promptly and appropriately managed.  
Applicants should have experience in supervising innovative solutions-focused teams. The person we want should have a comfortable telephone manner, be familiar with computer systems and have a flair for structuring office systems. Ideally this position will be filled by a person with knowledge of the Queensland Greens policies as the position involves acting as a first line of contact for members of the public with the party. 
The successful applicant will provide executive support to the Management Committee (Mancom) and report directly to Mancom. This person will coordinate the workload of the other paid positions and any office volunteers, within an agreed office work plan and priorities. This position will oversee office communications and records management. Any spare capacity will be directed to assisting the state and local government election campaign teams.
Conditions 

The position will be 36 hours per week with remuneration of $37,691pa according to Level 3 of the modern Clerks – Private Sector Award. Following a three month probationary period the employee will placed on a one year contract.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                     
Work hours are mainly during normal business hours (9.00am – 5.00pm) at the Party office. Significant variation in hours of attendance may be negotiated with the Mancom office coordinator. Occasionally travel within Queensland may be required to support Qld Greens branches. The salary package may be supplemented by a staff allowance in recognition of  irregular hours and other special features of this position. Employer‐sponsored superannuation is also offered.

The role:
The functions of this position are to:

Manage the staff and volunteers of the Queensland Greens Party office to deliver core office functions. This includes:
· Establish and maintain a correspondence management system including:

· Electronic system for managing Queensland Party correspondence (All formats - post, phone, messaging, email, web and any new formats;
· Receiving and documenting of all correspondence;
· Referral, tracking and recording the outcomes of each item of correspondence;
· Reporting to Mancom on correspondence management
· Develop and maintain a filing system to organise existing resources, such as records, examples of election campaign materials, information resources and formal documents and agreements 
· Coordinate the development of, and adherence to, a working manual of office procedures to ensure continuity and efficient management practices. This includes establishing and coordinating procedures to ensure membership records are maintained (including processing applications, recording fees and related correspondence).

· Manage the implementation and maintenance of the party volunteer database. Liaise with Australian Greens staff members to ensure that the contact database is able to fulfil the functions required for the purposes of the Queensland Greens.
· Coordinate and supervise casual, temporary and volunteer staff in the office. 
· Organise and attend training sessions in Brisbane and around regional Queensland, for example to explain the new database, to local branch executive and/or their nominee members, in coordination with ManCom.    
· Provide administrative assistance to the ManCom and delegated committees or key persons that may include correspondence, organisational management, arranging and booking meeting facilities, and other tasks as directed.
· Ensure the maintenance of office equipment to meet occupational health and safety of all persons working or visiting the office and facilities.
Applicants should submit a covering letter as well as a statement, to a maximum of three pages, explaining how you meet the following selection criteria:  

Selection Criteria Essential:

1. Experience in office administration.
2. Ability to lead a service and solution focused team of staff and volunteers

3. Competency in the use of computer programs including Microsoft Office. Familiarity with database operation and web site maintenance is a benefit.

4. Well developed communications skills including a pleasant and effective telephone manner, written communication and basic negotiation skills.

5. Well developed interpersonal skills with a proven ability to work independently and as part of a team

6.  Strong organisation and time management skills.
Selection Criteria Preferred:
1. Knowledge, or the ability to acquire knowledge of Drupal, CiviCRM and EMS
2.  Ability to motivate other staff and volunteers and create a positive work environment.
3. Knowledge of EEO/AA principles.
4. Experience in collecting, organising and presenting information electronically and for publication
5. Working knowledge of the structure, ethos and policies of the Queensland Greens 
Experience/Knowledge/Personal Qualities:
1. Ability to work with difficult and demanding people or to follow up with volunteers and branches to ensure procedures and tasks are accomplished. 
2. Previous experience in a client service environment 
3. A current driver’s license
Applications should be submitted via convenor@qld.greens.org.au. 
The closing date for applications is the 17th of  February 2012. Enquiries in relation to this position can be made with Anne Gardiner 0415692976. 
