SURF LIFE SAVING

WESTERN AUSTRALIA
TP

Department: Executive Office
Position Title: Receptionist
Position Level: Officer
Location: SLSWA, 7 Delawney Street Balcatta, WA 6021
Main Purpose of Job: Responsible for providing telephone reception and administrative support to key staff
Subordinate Staff: N/A
Reporting To: Executive Assistant
FTE: 1.0 (37.5 hours)

Surf Life Saving Western Australia is an independent volunteer based community service organisation, whose core
purpose is Saving Lives, Building Great Communities. This is achieved through:

e Minimising risk on Western Australian beaches by coordinating the efficient operation of beach patrol services,
and promote best practices to surf lifesaving clubs and government.

e Facilitating and encouraging youth development, education, training, health and safety of surf lifesavers and
the community.

e Providing a range of services and events to engage broader member and community involvement in surf
lifesaving and the beach.

Position Description

Position Purpose
The Receptionist is responsible for providing reception and administrative support to key staff

Organisational Relationships
The Receptionist works within the Executive Office and reports directly to the Executive Assistant.

Scope of authority

The role requires consultation and approval from the Chief Executive Officer on any issues of policy and
modification to specifications or procedures, and financial decisions outside the approved budget.

The role is unable to approve the purchasing or sale of the organisation’s assets.

The role is unable to bind the organisation to contracts or agreements.

Key duties include:

e Responsible for being first point of contact in welcoming and greeting visitors in person and over the
telephone

e Acting as triage for all incoming calls and directing to appropriate department.

e Address general telephone, email and counter enquiries

e Overseeing daily management of outgoing and incoming mail

e Manage internal and external training room hire booking enquires. Duties will include scheduling of
bookings, organise room setup and tidiness after use.

e General housekeeping of reception, training/meeting rooms and kitchen area

e Ordering of office supplies and stationery

e Minute taking of staff meetings

e Provide high-level administrative support to key staff

e General administrative duties as directed by the Executive Assistant




SURF LIFE SAVING

WESTERN AUSTRALIA
Selection Criteria Essential/ Desirable
Experience and Skills
e Exceptional telephone and customer service skills Essential
e Punctual and well presented Essential
e Knowledge of customer service and administration practices Essential
e Proficient in the use of Microsoft Office Suits Essential
e Excellent communication and interpersonal skills Essential

e Excellent organisational and time management skills, with an aptitude to prioritise Essential
and work on multiple task

e Excellent work ethic and self-motivated to work under pressure Essent?al
e Ability to work autonomously as well as within a team Essent!a:
e Ability to work out of hours on occasions Essentia
Qualification

e Proficient in Microsoft Office Suits Essential
e Current Western Australian drivers licence Essential
e Current Working with Children Check Essential
e National Police Check Desirable
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