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OFFICE ADMINISTRATOR 
 

Kids Thrive 

 

Position Description 
 
The Office Administrator will be responsible for coordinating and fulfilling the organisation’s virtual 
office needs, and will support the General Manager to ensure the efficient day-to-day operation of 
the organisation and its resources. 
 
The Office Administrator will have excellent written and verbal communication skills, and a positive 
can-do attitude. Supporting a remote team, the Office Administrator will work from home/their 
own workspace and will attend regular in-person meetings and activities on project sites at 
designated meeting venues as required. 

The Office Administrator will report to the General Manager and under their direction will have the 
opportunity to work with and support the Programs Manager/Coordinator, Marketing & Media 
Staff and Finance Manager to facilitate the day-to-day operation of Kids Thrive.     

 
Key Activities 

 

Office Organisation and Resource Management 
 

• Maintain and implement existing virtual office administration and management 
systems, ensuring that the office runs efficiently.  

• Maintain the organisational calendar and meeting room bookings, both virtual and 
physical, as required. 

• Maintain digital filing systems, calendars and CRM’s with a knowledge of online 
processes including but not limited to: the Outlook Office suite, Google Suite, Dropbox, 
Mailchimp, Salesforce and Trello. 

• Thorough knowledge of virtual communication systems including but not limited to 
Microsoft Teams, Zoom, Google Meet, Webex 

• Assist with maintenance of website systems including Wordpress and Notion 

• Manage the resolution of IT issues, including working with IT support when required. 
 
 

Kids Thrive is a leading arts and community development organisation committed to child-led community 
change.  

Our vision is for all children to thrive and be empowered to lead creative community change. To achieve this, 
we use the arts to nourish connections between children and their communities, develop children’s leadership 
skills, build their resilience and grow their capacity to drive positive change. 

Our purpose is to foster positive outcomes for children and their communities. We do this by developing 
innovative arts and social justice programs in collaboration with specialists in children’s education, health, 
welfare and cultural diversity. 

Child-led social change recognises that children are able to initiate and lead positive change for the benefit of 
all. 

We deliver our programs in safe, supportive, child-focused community settings throughout Victoria. 
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Governance Support 

 

• Support the General Manager to coordinate Kids Thrive’s corporate governance 
framework including an overview of the company calendar (ensuring all relevant 
activities have been entered and are up to date), support with the preparation and 
distribution of the Committee of Management (CoM), AGM and other meeting 
requirements including agendas, timetables, reports, documents and minutes 

• Support the General Manager and Finance Manager to ensure all corporate reporting 
requirements (including, but not limited to, ASIC, ACNC, ROCO and WorkSafe) are met 
fully and on time 

• Maintain the company calendar and schedule for reporting and acquittals, and submit 
reports under the direction of the General Manager as required 

 
Finance and Funding support 

 

• Provide administrative support to the General Manager and staff in making funding 
applications; provide support with reports and acquittals (including research where 
required) to finalise applications; and maintain the filing of support documentation 

 
Program & Business Development support 

 

• Research new partnerships and networks under direction of the General Manager 

• Provide administrative program support to the Programs Manager/Coordinator and 
facilitators including internal and external communication support and data 

 
 

Key Selection Criteria 
(Requirements and Skills) 

 

The applicant we are looking for will be able to demonstrate the following skills & qualities: 
 

• Proven experience as an Office Administrator, Office Assistant or similar 

• High-level written, verbal and interpersonal communication skills 

• Good working knowledge of the advanced Microsoft Office Suite (incl. Excel, Word, 

Powerpoint, Sharepoint, Onedrive, Outlook, Teams); the Google Suite (GDrive, GCal, 

Google Meet); and other online services including Dropbox, Mailchimp, Salesforce, Zoom, 

Webex, Trello, Canva and Wordpress. 

• Excellent organisational skills and strong attention to detail 

• Ability to multi-task and a willingness to learn and be adaptable 

• Be able to work autonomously and within a team 

 

• MANDATORY REQUIREMENT: All employees must provide Kids Thrive with a current 

Working with Children's Check and Police Check 
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Benefits and Salary details 
 

• This position is a permanent Part-Time role of 0.8 FTE 

• Pro rata salary of $65,000 + superannuation and leave entitlements 

• Flexible work from home arrangements with attendance at scheduled in-person meetings 

• Note that this is a 12 month contract, subject to funding, with an opportunity to extend. 

 
Obligations to Kids Thrive 

 
The Office Administrator will be required to: 
 

• Perform all duties to the best of your ability at all times 

• Use your best efforts to promote and protect the interests of the organisation 

• Follow all reasonable and lawful directions given to you by the Organisation, including 

complying with policies and procedures as amended from time to time  

• Maintain confidentiality, as appropriate and directed by Kids Thrive, particularly with 

regard to information about children involved in the program 

 

Child Safe Statement of Commitment 
 

Kids Thrive is committed to the safety and wellbeing of all children and young people, a 
commitment that is embedded in our organisational leadership, governance and culture. This will 
be the primary focus underpinning all decision-making.  
 
Kids Thrive is committed to providing a child safe environment where children and young people 
are safe and feel safe and are empowered to speak about decisions that affect their lives.  
 
We will establish a culturally safe environment where equity is upheld, and diverse needs respected 
in policy and practice. Kids Thrive has zero tolerance for child abuse. 

 
Application 

 

If you have the required attributes and are driven to be part of the successful and dynamic team 
that was announced as a finalist in the VicHealth 2021 Victorian Health Promotion Awards - 
Future Healthy category; and awarded Philanthropy Australia’s Community Philanthropy Award in 
2020, then please apply with your Cover Letter and CV. 
 
For more information about Kids Thrive please go to www.kidsthrive.org.au 
 
If you feel you are the right applicant for this role: 
 

• Follow the LINK • Or scan the QR code to apply 

 

https://www.vichealth.vic.gov.au/media-and-resources/media-releases/awards-celebrate-outstanding-commitment-to-health-and-wellbeing
https://www.philanthropy.org.au/stories-2020-community-philanthropy-award
https://www.philanthropy.org.au/stories-2020-community-philanthropy-award
http://www.kidsthrive.org.au/
https://jobs.employmenthero.com/jobs/organisations/b96ec7b2-b0a0-4898-9d9b-316886c01c20
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