National Administration Officer / Database Officer  
September 2010
JOB DESCRIPTION

POSITION:
Administration / Database Officer - Sydney Office

SALARY:


$50,000 plus fringe benefits

SUPERANNUATION:
 
9%

ANNUAL LEAVE:

Four weeks per year 

HOURS OF WORK:

37.5 hours per week

Core hours - 9:00am to 5:00pm, Five days a week
RESPONSIBLE TO:
Finance Manager/Executive Officer

This position includes among others the following three main areas of duties and responsibilities:

A.
DATABASE & BANKING MANAGEMENT:

· Responsible for database management including:

· membership records, including renewal mail outs

· donor records including, general donations, specific appeals, annual raffle, individual Festive Season Cards and correspondence relating to these

· Reports from database on selected information as requested by staff including mailing labels from database when required

· Database extractions for annual appeals, Festive Season Card mailouts, and other selections as requested by staff

· Entering EFT transfers from bank accounts

· Assisting with banking during annual raffle and other busy periods
GLOBAL JUSTICE PROGRAM  (Monthly donations program)
To assist in preparation of database records for banking:
· processing new donors to database

· maintaining donor admin

· annual receipting

· monthly banking

PAYLINK   (Payroll deductions pledge program)
To assist in the maintenance of the Paylink program by:
· Banking of incoming cheques

· Coding of incoming donor listings

· Reversing payments into donor records

· Annual receipting 
Banking for project alliances as needed

B.
GENERAL OFFICE:

· Assisting with Festive Season cards bulk orders as needed

· Banking and receipting and other organisation required for Annual Dinners (Melbourne & Sydney)

· National program filing

· Invoicing unions for fundraising activities such as Festive Season cards and annual dinners as required

C.
ADMINISTRATION FOR NATIONAL OFFICE – ACCOUNTS & RECORDS:

· To assist Senior Administration Officer / Financial Controller in accounts support (MYOB), general administration and fundraising activities

· To ensure that filing and records for the National Office are maintained

· Creating mail merges for donor communication
Please briefly answer the 10 selection criteria questions below, and also include a current CV.  
Email to   office@apheda.org.au  or post to Union Aid Abroad – APHEDA at Level 3, 377 Sussex Street, Sydney  NSW  2000 by close of business on Friday 1st October, 2010.
SELECTION CRITERIA

1. Excellent computer skills, especially database management, with accurate data entry skills, and an advanced knowledge of Word and Excel including mail merging

2. Responsible and accurate in handling financial transactions, such as banking and receipting, 

3. High level of administration skills and experience, including management of filing/records systems, both electronic and paper

4. Ability to work effectively as a member  of a small team, including with volunteers 
5. Commitment to human rights, workers’ rights and international solidarity principles
6. Understanding of the trade union movement and ability to communicate with unions

7. Ability to work without close supervision, initiate key administrative activities & manage work plans effectively
8. A high level of energy and enthusiasm, demonstrated ability to meet deadlines and handle conflicting priorities

9. High level of communication, presentation and organisational skills

10. Punctuality and reliability

