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	Position Title
	Administration Officer
	Reporting to
	Manager, People & Culture

	Program
	Corporate Services
	Direct reports
	N/A

	Award/Agreement
	Windana Enterprise Agreement 2016
	Employment Type
	Permanent - Full Time

	Classification
	Level 5
	Date
	February 2019
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Windana is a leading Victorian drug and alcohol treatment organisation specialising in holistic, client-focused recovery services. For more than 30 years, we have been helping people rebuild their lives in a safe, caring environment, supporting our clients wherever they are in the recovery process. 

Our Mission
Helping people to rebuild their lives.

Our Vision
We will provide a range of complementary treatment services to support individuals and families to assist them to recover from the harmful effects of drugs and alcohol. We will draw on our specialist expertise to increase community understanding of drug and alcohol related issues and we will develop a pro-active, educative focus to our work.

Our Principles
· Provide a range of approaches and give attention to all aspects of an individual.
· Provide unflagging belief and support for individuals who wish to change and grow.
· Respect differences in culture, religion, gender, age, family situation, background and economic status.
· Commit to honesty and respect in all our relationships.
· Draw on our expertise to develop new approaches to support treatment information and community education.
· Develop processes and practices that are open, fair and honest.
 
What we believe
We believe that people can rebuild their lives.




	Position Purpose

	
Reporting to the Manager, People & Culture, the Administration Officer serves as the primary support for handling the day to day HR and Quality administration tasks. This position is also responsible for supporting Windana’s Volunteer Program. The People and Culture team has a continuous improvement ethos and encourages its team members to constantly challenge the ‘norm’ and explore more efficient and effective ways to work and provide services.


	Key Responsibilities 

	
Human Resources:
Recruitment, Selection and Orientation:
· Assist in the preparation, review and publishing of position descriptions and job advertisements
· Undertake end to end support during the recruitment and appointment process
· Draft contracts for new staff under the guidance of the Manager, People and Culture
· Develop and improve processes and tools to support line managers with recruiting staff
· Provide support to ensure effective orientation and follow-up of new appointments
· Maintain HR records using spreadsheets/HR systems as required
· Provide advice to employees regarding HR policies, procedures and employment instruments

Learning and Development:
· Maintain training records
· Provide support to the HR Co-ordinator as required

Volunteer Management
· Centrally manage volunteer recruitment and onboarding (end to end), including all pre-engagement checks and orientation activities
· Support managers to actively engage with volunteers
· Assist the Manager, People and Culture in the development of appropriate recognition activities
· Maintain relevant spreadsheets/databases

Quality:
· Support the functions of the Quality Lead, including but not limited to:
· Administrative support in maintaining various registers, ensuring that they are accurate and up to date
· Maintain the intranet as required with policy/procedure updates/revisions or new documents
· Actively monitor policies and procedures due for review by providing information to the Quality Lead and to the responsible manager/document owner, to ensure that documents are reviewed in a timely manner
· Provide administrative assistance to support accreditation processes
· Maintain records to support the quality management system
Other:
· Perform other duties as required
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	Internal:
	External:

	Windana staff members
	Accreditation partners (eg ATCA, QIP)

	Windana Co-ordinators
	Department of Justice

	Windana Managers
	CrimCheck

	Windana Executive
	Relevant volunteer networks

	Quality Lead
	Other AOD sector organisations

	Payroll team
	




	Selection Criteria

	
Essential
· Extensive recent HR experience
· Experience using and maintaining databases/Human Resources Information Systems 
· Demonstrated customer service skills
· Excellent verbal and written communication skills
· Demonstrated experience using the Microsoft Office suite of products
· Ability to build and maintain positive and collaborative relationships with both internal and external 
· Attention to detail and ability to meet deadlines and provide a high-quality service 
· Commitment to continuous quality improvement and Occupational Health and Safety
· Capacity to relate well to a wide variety of members of the community and to work in culturally and gender appropriate ways implementing non-judgemental principles
· Exceptional time management skills
· Experience in managing conflict
· Ability to work in a busy environment and manage priorities
· Empathetic to values of Windana
· Current driver’s licence issued by an Australian state or territory


Desirable

· Tertiary qualifications in HR / Business preferred, or equivalent HR experience
· Understanding of the principles of volunteering and the National Standards of Volunteering 
· Experience in coordinating volunteers



	Additional Requirements

	All employees are required to:

· Obtain a police / criminal history check prior to employment
· Obtain a Working with Children Check prior to employment 
· Report to management any criminal charges or convictions you receive during the course of your employment
· Comply with relevant Windana clinical and administrative policies and guidelines. 
· Comply with and accept responsibility for ensuring the implementation of health and safety policies and procedures
· Fully co-operate with Windana in any action it considers necessary to maintain a working environment, which is safe, and without risk to health
· Protect confidential information from unauthorised disclosure and not use, disclose or copy confidential information except for the purpose of and to the extent necessary to perform your employment duties at Windana
· Safeguard children and young people in our care, by ensuring that your interactions are positive and safe, and report any suspicions or concerns of abuse by any person internal or external to Windana management 
· Be aware of and comply with the Windana Code of Ethics and Practice 


	General Information

	
· Redeployment to other services or sites within Windana may be required
· Employment terms and conditions are provided according to relevant award/agreement
· Windana is an equal opportunity employer and is committed to providing for its employees a work environment which is free of harassment and/or discrimination.  The organisation promotes diversity and awareness in the workplace
· This position description is intended to describe the general nature and level of work that is to be performed by the person appointed to the role.  It is not intended to be an exhaustive list of all responsibilities, duties and skills required.  Windana reserves the right to modify position descriptions as required. Employees will be consulted when this occurs
· Windana is a smoke free environment


	

	
I confirm I have read the Position Description, understand its content and agree to work in accordance with the requirements of the position.

	
Employee’s Name:
	
	

	
Employee’s Signature:
	

	
Date:
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Life. Changing.




