P ¢ THE
etlandsCentre

Covwnect with Nature

Administration and Facilities Officer

The Wetlands Centre
Bibra Lake, Perth WA

Office Management (Administration & Office Support)
Part time

Established in 1993, The Wetlands Centre Cockburn is a not-for-profit community organisation that works
to connect the community with wetlands through projects, programs, and events that increase knowledge,
awareness, understanding, and commitment to their conservation and wise use within the wider
environment.

The Wetlands Centre is seeking a suitably qualified or experienced person to fill the position of
Administration and Facilities Officer.

Employment Details

e |Initial Fixed Term Contract for 12 Months
(including a 3-month probation period)

e Level 4 or 5 —Clerks Private Sector Award 2020
(depending on qualification and experience)

e 27.5 hours per week,
flexible between 9:00 am to 4:00 pm, Monday to Friday

The Role

The Administration and Facilities Officer, under the direct supervision of the General Manager, is

responsible for:

e Maintaining quality administrative and financial services, including bookkeeping, to support the
operation of the Wetlands Education Centre.

e Coordinating the first point of contact for visitors to the Centre, along with answering the telephone
and responding to routine enquiries and requests for information.

e Coordinating the use of the facility for the purposes of venue hire.

e Coordinating the upkeep of the Centre’s facilities, including liaison with the Centre’s lessor when
required.

e Supervising volunteers undertaking routine administrative tasks for the Centre, other than volunteers
working in land care, the nursery, or provision of education services.
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e Providing support to the General Manager in the administration and operation of the Board and other
committees of the Cockburn Wetlands Education Centre Incorporated.

Selection Criteria

The successful applicant will demonstrate:
e Knowledge and experience in bookkeeping, human resource management, and information

management, as well as an understanding of applicable legislation.

e Completion of Cert 3 in accountancy or equivalent experience or qualifications.

e Experience with computer finance packages such as QuickBooks.

e Effective interpersonal and written communication skills, including the ability to provide professional
customer service.

e Analytical, computer, and problem-solving skills in relation to administration issues.

e Strong organisational skills, including the ability to manage conflicting priorities and deadlines, and
work with minimal supervision.

How to Apply

To apply for this role, please send a CV and cover letter addressing the selection criteria to:

¥+ generalmanager@thewetlandscentre.org.au
7% Application deadline: Sunday, 6™ March 2025; 6 pm

For further job-related information, please contact:
X, Mobile: 0473 645 176
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