
Reception/Administration Assistant
Pinelands Office – Sunnybank Hills
Part Time – 3 days per week
Pay Level 3.1 ($20.84 p/hr)
Are you looking for:

· Real promotional opportunities?

· A personally and professionally rewarding career?

· A sense of being valued in the workplace?

· Excellent training and on-going professional development?

FSG Australia is a Queensland based not-for-profit community organisation offering innovative services in disability, mental health, aged care services, family services, children’s services and foster parenting.  From every corner of FSG Australia there is a commitment to providing Freedom, Social Justice and Growth for all people.  We are determined to ensure all of our practices uphold the rights of all people to have choice and self determination and believe strongly in a community that welcomes and connects to everyone.

About this position

As the initial point of contact for the Pinelands office, you will be required to provide professional and efficient service to visitors whilst managing general administration duties, including answering and diverting a busy switchboard. You will play an integral support role to the team, assisting with sorting and distribution of mail, maintaining stationery, room and vehicle bookings and other administration duties as required. This is a fantastic opportunity for you to demonstrate your passion for delivering quality customer service and support.

About You

To be considered for this role you must have the following:

· A minimum of 1 year’s experience in a similar reception/administration role

· Exceptional customer service and presentation skills

· Working knowledge of MS Outlook, Word and Excel 

· Experience in using databases

· Proven ability to organise and manage time effectively 

· Excellent interpersonal and communication skills with demonstrated ability to liaise with visitors and staff from all levels of the business

· A current Qld driver’s licence; and

· The willingness to undertake any additional internal training necessary for the role and own professional development.

The successful applicant must also demonstrate a commitment to FSGA’s defined practice frameworks based on Recovery, Inclusion and Human Rights Principles.  All FSGA staff members at all levels are expected to demonstrate creativity, energy, innovation and flexibility and have a passion and commitment to making a positive difference.

FSGA offers a competitive remuneration package, the option for salary sacrificing, career advancement opportunities, reward and recognition and specialised training to enhance your skills.  We would like to hear from you if you are passionate and can truly demonstrate valuing of people.

If you would like to apply please forward your resume and cover letter (quoting ref: HR547) to:

recruit@fsg.org.au or Fax: 07 5588 7399 

Applications close: Monday 30th January 2012
And remember to check out our website!

All applications will be handled in the strictest confidence and personal information will be handled in accordance with FSGA Privacy Policy.  For a copy of our Privacy Statement please contact FSGA HR Department.  Applications will be held for a period of three months unless advised otherwise in writing.
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