
OFFICE ADMINISTRATOR  

The role is part-time/casual for 10 - 15 hours per week with opportunities for additional hours 
for the right person. The working days can be negotiated in recognition of family needs, though 
on occasions there will be the need for some flexibility. 

Applicant must be well presented to match the Club's professional environment, good levels of 
written and spoken English, and is likely to have related work experience in a professional 
office. Accountancy and/or bookkeeping experience a strong advantage. 

System Knowledge 

 Good to advanced knowledge of Microsoft Office;  
 Previous use & good knowledge MYOB, or a similar package. 

Responsibilities and Skills 

 To assist Committee members in their club responsibilities by providing a range of 
support services in a timely manner. This will include a full range of general office 
duties and clerical tasks;  

 To accurately maintain the Clubs records and supplying requested records/data for club 
management. This will include managing the receivables/payables, banking 
administration, payroll and general cash management; assisting with club membership 
records, etc.,  

 To report and take action on issues arising on the Clubs facilities. This would include 
assisting with the supply & control of kitchen consumables and office stationery. 

Personal Attributes 

This is a new position for the club so the right incumbent can shape the role and influence 
work processes working with the Treasurer and other committee members who will also 
provide training and leadership. You must be willing to learn & take on a wide and diverse 
range of tasks. 

This is an excellent chance to apply your professional skills and develop new ones. The role is 
stand-alone so a proven ability to be self-motivated and met deadlines is required. 

A strong work ethic and personal honesty will be necessary and recognized. 

Interested ? 

Send your resume with a covering letter (max 2 pages) to the club treasurer, Bob Whiddon.  
For email, please send to:   bob_whiddon@yahoo.com   
All applications will be replied to ASAP. 
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