VACANCY

3CR POSITION DESCRIPTION

POSITION DESCRIPTION: Office Coordinator

TERMS: Permanent Full Time. 

HOURS: 35 hours per week (9 day fortnight)

RATE: $ 29.90 p/h  + 9% Superannuation

Workers Agreement: Community Radio Federation Bargaining Agreement 2009.

Acknowledgement:

3CR acknowledges that it broadcasts from land stolen from the Wurundjeri people, the original owners of the land where 3CR is located. The station also acknowledges that it broadcasts to land stolen from other members of the Kulin Nation in Victoria and to land stolen from Aboriginal people throughout Australia.

People from Indigenous and of culturally and linguistically diverse backgrounds are encouraged to apply.

Mission Statement: The Station provides a voice for those denied access to the mass media, particularly the working class, women, Aborigines and the many community groups discriminated against by the mass media. 3CR actively discriminates in favour of Australian artists and composers.
Overview of Position

This position is a full time permanent position. The Office Coordinator is responsible for providing administrative support to the staff and volunteers at 3CR as detailed below and reports to the Station Manager.

There may be periods when the successful applicant will be required to work after hours and or on weekends. This would be negotiated with the worker.

Core Duties:

· Processing merchandise sales include receipt of moneys, customer service and mail out. 

· Managing online payment systems including internet banking, Paypal and online donations. 

· Cash receipts reconciliation and preparation and lodgment of banking.

· Perform all financial and administration tasks required to support station annual fundraising Radiothon. 

· Management of debtors and suppliers.

· Processing of fortnightly Payroll.

· Ordering and maintaining office and station supplies and equipment.

· Management of incoming and outgoing mail. 

· Reconciliation of Petty Cash.

· Maintain Asset Register.

· 3CR Cram subscriber magazine mail out.

· Subscription processing, including renewal notices, card printing etc

· Staff Access shift twice weekly, responding to programming issues, management of volunteer requests, reception.

· Management of disbursements and acquittal of recurrent and on-off funding.

· Budget – support station manager to develop and maintain of station budget and track cash flow.

· Co-ordinate office activities of staff and volunteers and be a central point for communication between people and groups at the station.

· Meet with Accountant on regular basis to finalise account reconciliation and meet ATO requirements.  

Essential Selection Criteria 

· Demonstrated experience working in a community or not-for-profit organisation. 

· A demonstrated ability to work co-operatively with volunteers, staff and visitors.

· Experience in co-ordination of office environments.

· Excellent time/work management skills
· Demonstrated ability to work independently and with a minimum of supervision.

· Ability to troubleshoot basic computer problems and provide computer support to volunteers and staff.

· Demonstrated experience utilizing the Windows suite of programs including Microsoft Word/Excel/Access packages. 

· Experience in aspects of financial management including receipt and distribution of money, managing debtors, cash flow and payroll.

· An understanding of and commitment to 3CR’s aims and objectives.

Desirable Selection Criteria
· Experience with MYOB Accounting Plus and Payroll 

· Radio production and training experience 

CLOSING DATE

Applications close on Thurs 6 Jan 5pm.

They should be addressed to the Station Manager and marked “confidential” or email to stationmanager@3cr.org.au
PLEASE NOTE

All applicants should address the selection criteria in their application
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