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	Position Description
Position Description


Position: 		       Receptionist / Administration Assistant

Reports To: 	Administration Manager
Accountable To:	Committee of Management through the Executive Director
Direct Reports:	Nil 
Key Relationships:	All staff 
Present Incumbent: 	Currently vacant
Classification: 	Full Time 
Salary Level:	Level 2.1
Conditions:	As per Community Child Care Enterprise Agreement
Date Approved:	

About Community Child Care
The Community Child Care Association of Victoria is a community-based, non profit training, resource, advisory and advocacy body for children’s services in Victoria. The Association was established in 1971 and works to promote the development of a quality system of community based and managed government funded children’s services.
It is contracted by government as the Professional Support Co-ordinator for all approved children’s services in Victoria.   CCC has multiple funding agreements with governments for local, statewide and national projects. CCC sub-contracts to individuals and organisations for delivery of various services.

The Association has a large membership committed to its Vision and Mission in the planning, development and operation of children’s services. 
CCC VISION

CCC’s vision is a society where all children have access to high quality, community owned, not for profit services driven by respect for the rights of children and families. 
CCC MISSION 

CCC provides leadership, advocacy and support to build the capacity of the children’s services sector and promote public support for community owned, not for profit services.

PRINCIPLES 

These principles are the underpinning rules by which staff and Committee will operate:
1. We recognise and respect the original owners of the land
1. We recognise that families are the first and most important educators of their children and that they have the right to influence decision making in the services their children attend
1. We respect the rights of children as citizens and as active learners including their right to be consulted and listened to
1. We are responsive to diverse communities and support our stakeholders to be responsive
1. We work with others to create shared responsibility for children and families
1. We act ethically and with integrity and use reflective practice in our work; we are a community of learners and support children’s services to learn and develop

All CCC staff work to support this vision.

POSITION STATEMENT
[bookmark: _Toc222799168]The Receptionist will provide high level reception skills, administration and clerical assistance supporting the Administration Manager and the delivery of high quality professional support for all eligible children’s services across Victoria. 

CORE COMPETENCIES

KEY SKILLS AND COMPETENCIES REQUIRED:

Knowledge
· High level knowledge of Microsoft applications including Word, Excel and Outlook and  experience using databases 
· Good understanding of database maintenance
·  Familiarity with the not-for-profit sector, and particularly with community children’s services

Skills and Experience
· Demonstrated ability to perform a range of receptionist, data entry and general administration duties
· Effective communication, interpersonal and team skills with a professional approach to all tasks encompassed within the role
· Demonstrated ability to show initiative and a high level of attention to detail while completing tasks within designated timeframes
· High level organisational and time management skills, with ability to prioritise work across a range of areas
· Ability to work independently and as a successful team member

Values and Attitudes
· Commitment to the Principles of CCC
· Strong customer service orientation
· Strong commitment to team work
· Flexible and adaptable
· Takes initiative 
· High attention to detail
· Forward thinking

OUTCOMES	
To be further developed in partnership with the Administration Manager 

	KRA
	Measurement

	Response to all phone calls and visits from government representatives projects an image of CCC as professional and efficient
	· All phone calls from Members of Parliament and bureaucrats during office hours are answered and are responded to efficiently and with high levels of professionalism 
· Reception presents a professional image in staff attire, workstation layout and administrative systems
· MPs and bureaucrats who visit during office hours are greeted quickly and steered to the appropriate staff member/s

	Response to all phone calls and visits from community children’s services and supporters projects an image of CCC as approachable and useful
	· All phone calls from community children’s services are answered and responded to warmly and in a manner which engages and reassures the caller and quickly refers them to a CCC staff member who can assist them
· All visitors from community children’s services and supporters are greeted quickly and warmly and steered to the appropriate staff member/s

	Phone calls, visits and email enquiries from children’s services regarding professional support are responded to in a supportive and useful manner
	· All phone calls and visits from children’s services during office hours are answered/greeted and efficiently referred to professional support staff
· All email enquiries from children’s services are efficiently referred to professional support staff within one working day of receipt

	Media inquiries are responded to efficiently and effectively
	· All phone calls during office hours from journalists are answered and are immediately referred to appropriate staff

	CCC staff are supported to carry out their duties efficiently
	· All CCC staff receive efficient, professional service from Reception within the bounds of the Reception role



KEY RESPONSIBILITIES

1. Provision of high level Reception / Customer Service including:
· Answering  incoming calls in a courteous and responsive manner promoting a positive professional image of CCC
· Redirecting calls where appropriate, taking and passing on precise messages, in a timely, polite and professional manner
· Reception liaison between clients and staff
· Provide information about services and support to callers

2. Provision of general administrative support including:
· Distribution of mail including fax and electronic mail
· Assisting in the coding of invoices for approval of payment
· Coordination of bulk mail outs in collaboration with other staff
· Provision of effective and efficient data entry of registrations, attendance records and membership information
· Coordination of the One World for Children Project.
· Assist the Training Unit with administration of Self Guided Learning Packages
· Liaise with venues and trainers
· Operate and maintain standard office equipment
· Administration assistance to the Management Team
· Other general administration duties as time permits. 

3. Participate as an effective team member, contributing to continuous improvement and a positive work environment, including
· Ensure that CCC maximises the effectiveness of the organisation’s information technology
· Ensure that meetings held onsite are well organised and administered
· Support a safe and healthy environment for all staff, complying with OH&S legislation and policies
· Assist in the development and implementation of effective administrative procedures and systems
· Manage workflow with minimal supervision
· Relating  to staff in a positive and co-operative manner
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