Receptionist, Office and Administration Coordinator
AIEF is seeking a highly organised and professional Receptionist, Office and Administration
Coordinator with a friendly manner, attention to detail and mature judgement who takes pride in the
work they do.
Reporting to the Executive General Manager, this position involves a variety of responsibilities
including being the ‘face’ of AIEF for phone enquiries and visitors, ensuring the office runs in a smooth
and effective manner and providing general administration duties to the Executive General Manager
and Leadership team.
As AIEF’s Receptionist, Office and Administration Coordinator, you will be responsible for:










Reception and mail duties during business hours
Office systems and process coordination and implementation
General errands to assist the Executive General Manager and Pathways Director
Diary management
Travel arrangements including flights and accommodation for the AIEF team
Expense reconciliation
Preparation of documentation, correspondence and presentations including photocopying,
printing, scanning and binding
Typing and formatting agendas, reports, emails, memos, letters and file notes
Database management, spreadsheet work

The Person
We are looking for a reliable, accurate, highly efficient person who is motivated by AIEF’s mission
and values and has:










Experience in reception, office coordination and administration work
Highly proficient skills in Microsoft Excel, Word, PowerPoint and Outlook and advanced
touch typing skills
Experience in maintaining a stakeholder management system
Excellent communication skills and a strong customer service focus
Strong organisational and time/priority management skills
Ability to solve problems, find solutions and demonstrate initiative
A high level of attention to detail
Immaculate presentation to a standard reflective of supporting senior professional leaders
The ability and demeanour to build and maintain strong working relationships with internal
and external stakeholders at all levels

Aboriginal and Torres Strait Islander people are encouraged to apply.
All AIEF employees are required to undergo a National Criminal Record Check by the Australian Federal
Police and a Working with Children Check by the relevant State and Territory Government(s) as a
condition of employment.

To Apply
Please send your resume with a cover letter addressing the first five criteria listed under “The Person”
to jobs@aief.com.au. Please include where you saw this advertisement.
Applications Close 9am Monday 20 November
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