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Position Description
Volunteer Administration Officer 

This is an agreement between   






    and 

The South Gippsland Landcare Network (SGLN) for the volunteer position of SGLN Administration Officer
This is a part time position of 
      hours per week. Initially the position has a trial period of three months.

The duties of this position include:

· Membership (incl. member insurance) administration

· Data entry and analysis in Google Docs database 

· Member enquiries 

· Develop FAQ and other information sheets 

· Other needs as requested by SGLN Network Coordinator (Kate McKenzie)

· Events support: Assist in set up and delivery of SGLN events 

· Communications Support: Assist in development of monthly e-Bulletin using MailChimp and quarterly newsletter, source content, review other newsletters for relevance. Assist development of other communications as required including general correspondence, media releases, info graphics, annual report 

Skills, training/competencies and attributes required include:

· Prior experience in working with volunteers
· Excellent communication and interpersonal skills, both verbally and written

· Strong people skills – team work, facilitation, supervision

· Good administrative and computer skills including capacity to use MS Office applications (including Word, Excel and Access), email and the internet effectively

· Capacity to relate well with a wide variety of people and to work in culturally and gender appropriate ways
Common hazards exposed to include:

Workplace ergonomics and workplace environment 
I agree to adhere to appropriate safety measures while undertaking my duties:

Keyboards & Mouse: 
· Ensuring the mouse design fits the size of the users hand

· Placement of the users hand and upper limb in as neutral a posture as possible during use

· Support of the weight of the arm by the desk and not the user, and 

· Keeping the wrist flat during use allowing the fingers to rest on the push buttons between actions.

Computers: When using laptops for a prolonged period of time:

•
Use a separate detachable keyboard and mouse and screen

•
Use a docking station to improve posture, actions and overall comfort

•
Be aware of the importance of posture when using a notebook and frequently rotating between keying and other activities.

Confidentiality

I agree to not divulge:

· Details of other members 

· Information relating to any projects or operations of the group that may be deemed ‘commercial in confidence’.

I understand that as a Landcare volunteer I am a representative of the SGLN. I will always ensure my actions are in accordance with the policies and ethos of the group.
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