WOMEN'S HEALTH
NORTHERN RIVERS

Administration Officer

Location: Lismore, NSW

Hours: 9am to 4:30pm Monday to Thursday

Position Type: Fixed Term Contract until 30 November 2026 (The position is required to provide
temporary replacement coverage during the absence of another team member)

Classification: SCHADS Award (MA000100) Level 4.1

Hourly Rate: $46.70

Women's Health Northern Rivers (WHNR) is a feminist, community-based charity providing
inclusive, trauma-informed health and wellbeing services to women across the Northern Rivers
region.

ABOUT THE ROLE

Women’s Health Northern Rivers (WHNR) is seeking an experienced, organised and
compassionate Administration Officer to join our service 4 days per week on a fixed term contract
to 30 November 2026 This is a unique opportunity to work in a trauma-informed, women-centred
health service providing meaningful, community-based care.

KEY RESPONSIBILITIES

Key Responsibilities

e Provide a welcoming, professional and culturally safe reception service forwomen
accessing the Centre's programs and services.

e Deliver high-quality client care, responding to enquiries in a respectful, compassionate
and confidential manner, either in person, by telephone or electronically.

e Provide administration support for intakes, appointments, referrals and service bookings,
ensuring accurate and timely information is recorded.

e Perform accurate data entry, maintain client records, update databases and assist with
reporting requirements in accordance with privacy and confidentiality standards.

e Manage petty cash transactions, maintain reconciliation records and assist with basic
financial administration processes.

e Assist with the coordination of health promotion activities, community events, workshops
and information sessions, including registrations, venue preparation, catering and
resource distribution.

¢ Maintain office systems, reception areas and administrative procedures to support the
efficient operation of the Centre.

e Order and monitor office supplies and resources as required.

e Contribute to a positive, inclusive and supportive workplace culture that reflects the
organisation’s values and commitment to women's health and wellbeing.

o Undertake other administrative duties as reasonably required during the contract period.
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Essential Skills and Experience

e Experience in a reception, administration or customer service role, preferably within the
health, community services or not-for-profit sector.

o Demonstrated commitment to providing respectful, client-centred service to women from
diverse backgrounds.

o Excellentinterpersonal and communication skills, including the ability to engage
sensitively with clients experiencing vulnerability or disadvantage.

o High level of accuracy and attention to detail in data entry and record management.
o Experience handling petty cash and maintaining financial records.

e Strong organisational skills with the ability to manage competing priorities.

e Proficiency in Microsoft Office applications and database systems.

e Understanding of confidentiality, privacy and professional boundaries within a community
services or health setting.

e Ability to work both independently and collaboratively within a multidisciplinary team.

SELECTION CRITERIA
Qualifications
Essential

o Certificate lll or IV in Business Administration, Community Services, Health
Administration, or a related field; or

¢ Demonstrated equivalent experience in an administration, reception, customer service,
community services, or health setting.

Desirable

e  Current Working with Children Check (or willingness to obtain).

e Current National Police Check (or willingness to obtain).

e Experience using client management databases and electronic records systems.
Selection Criteria

e Demonstrated experience in providing efficient administrative and reception services,
including managing enquiries, appointments, correspondence, filing systems, and office
procedures.

e Demonstrated ability to provide professional, welcoming and compassionate support to
clients, maintaining a high standard of customer service and responding sensitively to the
needs of women from diverse backgrounds.

e Excellentverbal and written communication skills, with the ability to interact effectively with
clients, staff, health professionals and external stakeholders.

e Demonstrated accuracy and attention to detail in data entry, record keeping, database
management, and maintaining confidential client information.
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e Experienceinhandling petty cash, processing payments, maintaining financial records, and
undertaking routine financial administration activities.

e Demonstrated ability to prioritise tasks, manage competing demands, meet deadlines and
work effectively in a busy environment.

e Proficiency in Microsoft Office Suite (Word, Excel, Outlook, Teams) and the ability to quickly
learn new software systems and databases.

e Demonstrated understanding of privacy, confidentiality and professional boundaries when
working with sensitive client information.

o Ability to work collaboratively as part of a team and a commitment to the principles of
women's health, gender equity, social justice, inclusion and client-centred practice.

Application Details
To apply or request further information, please email us at recruitment@whnr.org.au
To maximise your opportunity for employment, please include:

e Submityour CV and a short cover letter describing your experience related to the specified
selection criteria.

Applicants will be contacted for interviews on an ongoing basis until the position is filled.

WHNR is an equal opportunity employer. WHNR actively recruits our workforce from targeted
communities, including Aboriginal and Torres Strait Islander wormen, sexually and gender diverse
women, women living with disability, people with lived experience, and women from culturally and
linguistically diverse backgrounds.

WHNR considers that being female is a genuine occupational qualification for this position under
Section 31 of the Anti-Discrimination Act 1977 (NSW)

www.whnr.org.au



