
 

                                                                                                                                              Reverse Garbage PD Office Assistant 

JOB TITLE:  Volunteer Education Support 

JOB TYPE:  Part time (15 - 25 hours Monday to Friday) 

LOCATION:   Reverse Garbage, Hut 8, 142 Addison Road, Marrickville 

REPORTS TO:   Education Officer 

DIRECT REPORTS:  none 

MAIN DUTIES/RESPONSIBILITIES:  

Support the efficient day to day running of the education program by providing support to the education officer 

in this small community run social enterprise.  

Including: 

 Providing telephone/email reception services, answering queries from participants; education providers and 

other stakeholders and forwarding messages and calls to other staff as needed 

 Taking bookings for education programs and other RG acti vities 

 Formatting and distributing documents such as program outlines 

 Keeping the RG facebook page up to date with regular posts provided by retail and education staff and 

responding to comments or forwarding these to relevant staff 

 Supporting and maintaining regular office systems such a staff notice, forms and equipment 

 
SKILLS & EXPERIENCE  

Qualifications:  

 Relevant qualification in office or business administration;  

 Certificates as a user of Microsoft office products and other current business software is desirable 

Experience: 

 Demonstrated experience in providing administrative support in a small business environment  

 Demonstrated experience in all aspects of word processing for correspondence, reports, memos and 

meeting minutes  

 Demonstrated experience in preparation of PowerPoint presentations  

 Demonstrated experience in using and creating spreadsheets for contact lists, scheduling projects and 

recording income and expenditure 

 Demonstrated experience providing high level customer service approach to telephone enquiries and liaison 

with clients 

 Demonstrated experience managing priorities effectively in a dynamic team environment 

 Demonstrated experience in using social media, cloud based software and related computing and 

communication technology 

SKILLS & KNOWLEDGE:  



 

                                                                                                                                              Reverse Garbage PD Office Assistant 

 Knowledge of reuse principles and a commitment to sustainability  

 Demonstrated customer service skills in a wide range of settings 

 Demonstrated capacity to support trainees and volunteers 

 Commitment to teamwork and collaboration 

 Strong written and verbal communication skills 

 Creative thinking and problem solving 

 A passion for an inclusive and sustainable community 

PERFORMANCE GOALS:  

 The maintenance of office systems for the efficient operation of the organisation 

 Providing feedback to the CEO about ways to enhance office systems for the organisation 

 Provide administrative support to all areas of the organisations operations in line with priorities as set out an 

agreed work plan 

 Ensure that communication and engagement with staff and stakeholders reflects a high level of customer 

service and teamwork 

 Perform other duties as directed by the CEO in line with this job description 

FINANCIAL 

 Manage and reconcile petty cash system 

 Prepare and forward invoices for approval and payment 

 Follow up on tardy payment of accounts receivable 

OPERATIONAL & HUMAN RESOURCES  

 Participate as part of the staff team at all times 

 Fulfil obligations under the RG Code of Conduct 

 Support and train volunteers, interns and students working in administrative support roles and projects 

WORKPLACE HEALTH & SAFETY 

 Actively promote safety and safe work practices  

 Identify potential hazards in the workplace and ensure elimination and reduction of risk 

ADOVOCACY, PROMOTION, EDUCATION & PARTNERSHIPS 

 Ensure the positive promotion and protection of the Reverse Garbage brand 

 Engage in public activities that promote the interests and objectives of the Reverse Garbage 

 Provide administrative support to the education program and other related partnership activities 

 Ensure the RG social media promotion and related public relations tasks are undertaken in a timely manner 

to strengthen stakeholder relationships through these channels 

 


