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ACCESS ARTS INC (Queensland)

2 December 2011

EXPRESSION OF INTEREST: Administration Officer
Position title: Administration Officer
Region: Brisbane 
Duration: Commences January 2012 for twelve months with the possibility of extension; three month probationary period.

Hours: 38 hours per week for initial ten week period, 22.8 hours per week thereafter. (Some weekend and evening work may be required.)

Salary: SACS modern award, level 3, $38,937.60 - $41,745.60 PA/pro rata, dependent on experience (plus entitlements - Holiday pay, leave loading and super contributions along with all other award conditions) Salary sacrificing is also available.
Closing date for applications: COB Thursday 15 December, 2011.
Interviews will take place the week starting Monday 9 January 2012.
POSITION DESCRIPTION

The Office Administrator is responsible for providing reception and administration support for Access Arts.
Duties will include: 
Processing of workshop enrolments and payments; planning meetings on behalf of staff; assisting members and their support networks with general enquiries; supervision of administration volunteers; assisting members with general computer queries: general administration duties.

ABOUT ACCESS ARTS INC (QLD):

Access Arts Qld is a vibrant, non-profit, professional arts organisation with twenty-eight years of experience working in partnership with people experiencing disability and disadvantage to pursue their ambitions in the arts. Our mission is to enhance opportunities by removing barriers to engagement with the arts. Our vision is that all Queenslanders are free to participate, create and work in the arts.

Access Arts is the only organisation in Queensland which delivers arts and cultural programs for people experiencing disability or disadvantage at all levels of the arts, in partnership with the broader arts and cultural sector. Programs include community arts workshops, professional development programs and capacity-building for the arts and cultural sector.
We value:

· Acceptance

· Creativity

· Equality 

· Flexibility

· Focus

· Mutuality

· Recognition 

· Sustainability

STAFF RECRUITMENT AND DEVELOPMENT:

Access Arts strongly encourages people with disability and Indigenous people to apply for this position.  The organisation proactively recruits and employs skilled administrators, arts workers and volunteers with disability. 

A full induction, including compulsory disability awareness training will be provided to the successful applicant.

Location: 
Access Arts is located at 8 Lochaber Street, Dutton Park, co-located with the Queensland Arts Council.
Access Arts also rents a visual arts studio space at SWARA, 101 Park Road, Dutton Park. Some Queensland and national travel may be required as Access Arts operates across the state and has interstate partners.
Requirements:
· At least twelve months previous administration experience or an equivalent qualification.
· Disability Services Queensland criminal history screening

· Working with children blue card
· High level of computer literacy and ability to work effectively and efficiently in a Microsoft environment under Windows 7. Good knowledge of Outlook (including scheduling appointments for staff), Word, Excel, Publisher and Photoshop is essential.

· Experience and high level of accuracy in data entry. 
Desirable Criteria:

· First Aid Certificate

How to apply:

Please submit an expression of interest, (no more than two pages) and a short CV including the names of two professional referees in MS Word format, to angela@accessarts.org.au by Thursday, 15 December 2011. Late applications will not be accepted. Your expression of interest should address the following criteria:
·  Ability to work autonomously and take initiative and to work harmoniously as part of a team.
· Excellent organisational skills and ability to prioritise competing tasks and deadlines.
· Ability to communicate clearly and professionally with various stakeholders including members, funding bodies, donors and sponsors.

Please contact Emma Bennison or Angela Jaeschke on (07) 3844 5897 or 1300 663 651 (regional callers) if you have questions.

