
 

                                                                                                                                 Reverse Garbage PD Vol Education Assistant 

JOB TITLE:  Administrative Support Assistant  

JOB TYPE:  Part-time Volunteer 

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

REPORTS TO:   Office Administrator 

DIRECT REPORTS:  none 

MAIN DUTIES/RESPONSIBILITIES:  

Support the efficient day to day running of the administration of this community run social enterprise.  

Including: 

 Providing telephone/email reception services, answering queries from customers and forwarding messages 

and calls to other staff as needed 

 Assisting to keep various registers and communication up to date such as room bookings; volunteer hours 

log and similar.  

 Taking bookings for RG Education programs and other RG activities 

 Formatting and distributing documents– such as quotes, confirmations, educator info packs and so on. 

 Drafting facebook books and monitoring social media and forwarding posts to relevant staff 

 Supporting and maintaining regular updates on Eventbrite or related systems 

 Support promotion of Reverse Garbage activities by sending emails and making phone calls to relevant 

stakeholders 

 Assembling and packing away equipment and supplies for on-site and off-site education programs 

 
SKILLS & EXPERIENCE  

Qualifications:  

 Higher School Certificate  or equivalent 

Skills and Experience: 

 Good telephone manner and customer service attitude 

 Good written and verbal communication skills 

 Commitment to working cooperatively in managing priorities in a dynamic team environment 

 Familiarity in using social media and related computing and communication technology for emails, social 

media, word processing and contact lists 

 Knowledge or a commitment to sustainability principles 

 Creative thinking and problem solving 

 Commitment to safe working practices 
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EXPECTED EMPLOYMENT RELATED LEARNING OUTCOMES:  

During the six month placement, the successful applicant will experience work in a small business with individual 

responsibility for tasks as part of a team. Support will be provided to learn how community programs are managed in 

particular: 

 Scheduling and project management principles 

 Promotion through social media and traditional media 

 Customer service 

 Basic office systems 

 Working independently as part of a team 

 


