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	POSITION TITLE
	Administration Officer
ALTERNATIVE TITLES: Accounts Officer, Bookeeper, Marketing & Events Officer, Membership Officer 
INSERT or DELETE AS REQUIRED

	LOCATION:
	Example: 12 Rocky Road, Greenvale
	REPORTS TO:
	Business Manager

	STATUS
	Example: Full time 
	DIRECT REPORTS
	N/A

	PD PREPARED BY:
	Role Title
	DATE:
	Insert date


	
	ABOUT EXAMPLE GYMNASTICS CLUB

	INSERT BRIEF CLUB DESCRIPTION HERE.  
Club Vision: INSERT CLUB VISION HERE
Club Mission: INSERT CLUB MISSION HERE


	

PRIMARY PURPOSE OF THE ROLE

	Reporting to the MANAGER TITLE, the Administration Officer undertakes a range of administrative support responsibilities to assist the clubs management functions and gymnastics programs.

	KEY ROLE RESPONSIBILITIES

	SELECT KEY RESPONSIBILITIES FROM THE LIST – COVERING THE MAIN RESPONSIBILITY AREAS OF THE ADMINISTRATION OFFICER – DELETE OTHERS
Culture & Leadership
· Actively participate and contribute to improvements in club business operations 
Member Services
Build positive relationships with members
Ensure prompt response and/or referral of member enquiries 
Financial Management
Ensure invoices are accurate and distributed on time
Ensure creditor accounts are promptly processed in accordance with club protocols
Ensure variations to member accounts are promptly processed in accordance with club protocols
Ensure accounts are balanced/reconciled daily/weekly/monthly
Provide accurate and timely financial data and reports as requested
Ensure compliance with club financial management policies and practices
Administration
Ensure prompt response and/or referral of reception enquiries
Ensure prompt and timely administrative support to club programs and events
Ensure waiting lists are up-to-date and that families received regular feedback 
Ensure diaries are up-to-date
Ensure hard-copy filing systems and records management systems are up-to-date and securely stored
Ensure confidential club and member records
Ensure accurate and timely club communications
Ensure uniform supplies are stocked in a timely manner
Effectively manage lost property
Payroll
Ensure staff wage payments are timely, accurate and meet legislated and contractual obligations
Ensure superannuation payments are accurate and made on time to eligible employees
Building & Property
Ensure work area is clean, tidy and stocked of needed supplies
Ensure club buildings are clean, tidy and stocked of needed supplies
Ensure club property and equipment is secured
Canteen
Ensure canteen is clean and tidy
Ensure canteen is adequately stocked to meet catering requirements
Ensure safe food handling and storage practices
Ensure kitchen tools and equipment are used safely and within manufacturers guidelines
Systems
Ensure Club databases are accurate and up to date
Ensure website is attractive, informative and up to date
Safety
· Ensure safe workplace practice at all times
· Ensure injuries are promptly recorded and parents notified according to club, state, national and insurance protocols
Marketing & Public Relations
· Promptly and effectively assist with marketing and public relations activities and campaigns as requested
· Ensure promotional materials are disseminated on time
· Develop positive relationships with stakeholders
· Ensure accurate and updated media, sponsor, advertiser, and donor databases
· Ensure up-to-date permissions, copyrights, and reprint requests
· Ensure photographs of children and families are approved and recorded
· Ensure up-to-date website and social media communications
Event Management
· Promptly and effectively assist with Club events as requested
· Build positive relationships with club volunteers involved with events
· Ensure timely dissemination of Club communications
Other Duties
Compliance with all Club policies, practices and protocols
Other duties as reasonably required



	KEY RELATIONSHIPS

	Internal
Club Managers
Club staff

	External
Gymnasts/members
Parents of members
Community bodies i.e. Council, Schools
Industry governing bodies (i.e. Gymnastics STATE)





	KEY PERFORMANCE INDICATORS

	SELECT KEY PERFORMANCE INDICATORS FROM THE LIST – COVERING THE MAIN RESPONSIBILITY AREAS OF THE ADMINISTRATION OFFICER AND ADD QUANTITATIVE MEASURABLES – DELETE OTHERS
Culture & Leadership
Positive feedback on own performance is received from key stakeholders
Actively contributes to club improvement initiatives in area/s of work
Member Services 
· High member satisfaction with services provided
· Up-to-date and accurate member records and databases
Program Administration
· High level of satisfaction with club program administration by stakeholders
Financial
· High levels of accuracy with financial data/reports produced
· Accurate and timely dissemination of invoices
· Creditor payments are processed in a timely manner in accordance with club protocols
· Variations to member accounts are recorded and  processed in a timely manner
· Cash is accurately reconciled and banked daily 
Administration
· Friendly, prompt response and/or referral and follow up of member enquiries
· Positive feedback from families on waiting lists
· Club diary is accurate and up-to-date
· Accurate, up-to-date and secure Club records
· Incoming mail is promptly disseminated
· Club communications are promptly prepared and disseminated 
· Reception is well presented, clean and tidy at all times
· Office and work area supplies are maintained and stocked
· Club uniforms available when needed
Payroll
· Accurate and timely payroll payments
· Payroll processes comply with legislation, award and contractual obligations
· Superannuation payments are made in accordance with legislated requirements
Building & Property
· Work area/s (specify) are well presented, clean and tidy at all times
· Equipment and property in work area/s (specify) are secure
· Confidential club records are secured at all times
· Bathrooms are clean, tidy and adequately stocked with needed supplies
· Building and grounds equipment and supplies are adequately stored and maintained
· Cleaning equipment and supplies are adequately stocked, secured and safely stored
Canteen
· Canteen is clean and tidy
· Safe food management, handing and storage practices are undertaken at all times
· Kitchen equipment and supplies are adequately stocked and secured
· Compliance with Work Health and Safety practices 
· Customers are satisfied with food/beverage services
Systems
· Accurate, up-to-date  databases
· Attractive, informative, accurate and up-to-date website
· High level of member satisfaction with website
Safety
· High level of compliance with Club safety policies, practices and protocols 
· Low personal injury rate
· First aid room is clean and tidy at all times
· First aid kit and supplies are stocked and readily available 
· Prompt recording and management of injuries
Marketing & Public Relations
· Positive team and stakeholder feedback at campaigns
· Provides timely and prompt marketing and campaign support
· Develops positive relationships with stakeholders
· Up-to-date marketing contact lists and databases
· Documents disseminated on time
· Communications disseminated effectively and on time
Event Management
· Positive team and stakeholder feedback at events
· Provides timely and prompt event support
· Develops positive relationships with stakeholders
· Contributes to improvement of event running sheets
· Event documents up-to-date and disseminated on time
· Event communications disseminated effectively and on time
· Event records accurate and up-to-date 
Other
· High level of compliance with Club policies, practices and protocols




	RECRUITMENT AND SELECTION FOR THIS POSITION

	PERSONAL QUALITIES
	Self-motivated
High level of accuracy
Able to meet deadlines
Able to work as part of a team
Friendly, customer service orientation

	SKILLS & KNOWLEDGE
	Demonstrates sound communication and interpersonal skills
Good telephone manner
Working knowledge of Microsoft based software including Word, Excel and the internet
Experience with databases preferred
Experience processing financial accounts preferred (financial management positions)

	EXPERIENCE
	Prior administration/accounts experience in a small/medium sized organisation preferred

	QUALIFICATIONS
	Required
Current Blue Card/Working with Children Checks as applicable in State
Current Police Check (financial administration positions)
Desired
Certificate IV in Bookkeeping preferred (financial administration positions)
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