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Position Description

Role: Administration Officer
Accountable to: General Manager
Team: Provides day-to-day administrative support across

project, organisational, advisory-group and approved
Board-support workflows

Location Work from home
Term Fixed term to 30 June 2027
Basis of employment Part Time — 0.2 Full Time Equivalent (FTE)

7.6 hours / week

Remuneration: Above-award salary package benchmarked to
SCHADS Level 2.1, plus statutory superannuation,
subject to final contract approval.

Role Context

The Administration Officer supports the practical administration needed to keep
project and operational work moving smoothly. The role helps with routine
coordination, document handling, recordkeeping, scheduling, process document
upkeep and other tasks that enable the team to work efficiently.

Primary Purpose

The role also provides practical support to structured governance and reporting
workflows where allocated, including Board-related administration, Annual Report
collation and formatting support, and AGM/SGM logistics within delegated
arrangements. It requires reliability, discretion, good follow-up and confidence using
approved Microsoft 365 and organisational systems.
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Provide reliable routine administrative support across project and
organisational workflows.

Focus on practical administration, record support and task follow-up rather
than on specialist workforce, finance, communications or ICT functions.

Key Responsibilities

Assist with scheduling, document preparation, file organisation, data entry and
routine correspondence.

Maintain records and administrative information in approved systems.

Provide routine administrative support for approved Board-related requests,
Annual Report collation and formatting support, and AGM/SGM
administration such as scheduling, agenda preparation support, paper
collation, file handling, meeting support, minute formatting support and
follow-up, within delegated arrangements.

Support preparation and coordination of advisory group agendas, papers,
meeting records, action lists and related administrative follow-up as allocated.

Support monitoring, triage and administrative follow-up for public-facing
ASAN AUNZ email addresses as allocated, ensuring messages are directed to
the appropriate role or workflow.

Support practical follow-up on actions, routine administrative tasks, and
maintenance of process documents, templates or records as allocated.

Criteria & Requirements

Desirable Criteria

Administrative experience in an office, project, community or not-for-profit
environment.

Good organisational skills and attention to detail.

Experience supporting Board or member meeting administration, Annual
Report collation, paper preparation, minute support or AGM/SGM logistics is
desirable.

Confidence using Microsoft 365 tools.
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Special Requirements
e Lived experience as an Autistic person is an inherent requirement of this role.
Essential Requirements

e Relevant screening, verification or checks required for the role must be
completed prior to commencement. ASAN AUNZ will meet the cost of
required checks only where approved in writing in advance.

e Agreement to ASAN AUNZ's Code of Conduct, confidentiality, privacy,
safeguarding and conflict of interest requirements.

e Proof of right to work and provision of references if requested.

Role Governance and Supporting Instruments

This position operates within ASAN AUNZ's Board-approved governance framework,
delegations, employment contract, supervision arrangements, reporting requirements,
strategic plan, budget, policies, and performance expectations.

The duties and accountabilities in this position description are intended to be read
consistently with the employment contract, Board-approved delegations, executive
performance framework, Board reporting requirements, supervision framework, and
any legal advice obtained by ASAN AUNZ in relation to the role.

Where there is any inconsistency between this position description and the final
employment contract, the employment contract and any applicable legal
requirements prevail.



