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[bookmark: _heading=h.8qhss1ce5ktc]ADMIN AND OPERATIONS COORDINATOR
Position Title: Admin and Operations Coordinator
Location: Bairnsdale, East Gippsland, Victoria
Employment Type: Part-Time, 0.4 FTE (2 days per week)
Remuneration: $37.95 per hour (equivalent to $75,000 per annum full-time equivalent, pro rata) + Superannuation
Reports to: Director / Principal Ecologist
Works closely with: Finance Consultant, Bookkeeper, East Gippsland IT, Ecolands Collective and external HR/OHS/Governance advisors
[bookmark: _heading=h.hatacvnlzhea]ORGANISATIONAL CONTEXT
Ecologic NRM is a Gippsland-based, profit-for-purpose environmental consultancy delivering ecological assessments, statutory planning support and natural resource management services across East Gippsland.
The organisation works with government, industry, landholders and community stakeholders to support biodiversity protection and sustainable land management, reinvesting profits into conservation and regional capacity building.
As a lean consultancy supported by trusted external advisors across Finance, HR, IT and Governance, Ecologic NRM relies on this role to coordinate internal systems, administration and compliance processes that support high-quality project delivery.
[bookmark: _heading=h.xmh34b6ir9kl]PURPOSE OF THE ROLE
The Admin and Operations Coordinator is a co-ordination-level role responsible for the effective, efficient running of Ecologic NRM's day-to-day office systems, financial administration workflows, compliance documentation and team support functions. This opportunity is not suitable to entry level candidates as it requires established administration skills and previous experience, ability to quickly adopt and adhere to Ecologic NRM systems, processes and procedures across the breadth of business and operations.
Strategic oversight of finance, governance, HR compliance, IT security and risk management remains with the Director and external advisors; the Coordinator ensures systems are maintained, processes followed, documentation accurate and matters escalated appropriately.
[bookmark: _heading=h.j565etkzi22]KEY RESPONSIBILITIES
1. [bookmark: _heading=h.qdw96vnb6j83]Office & Operational Co-ordination
· Co-ordinate the effective and efficient running of the Bairnsdale office, including general building oversight and assistance with a potential office move
· Liaise with landlord and service providers, and maintain office equipment, asset and facilities registers
· Ensure the team has the resources required to work effectively
2. [bookmark: _heading=h.hjdtemqd66ug]Fleet Management
· Manage vehicle requirements for the Toyota Hilux fleet
· Coordinate servicing, registration, insurance and maintenance schedules
· Maintain vehicle compliance documentation and fuel card records
3. [bookmark: _heading=h.n5etru4qskdb]IT & Systems Coordination
· Manage office and IT equipment needs, ensuring systems remain operational
· Act as primary internal liaison with East Gippsland IT
· Support effective use of SharePoint and other internal systems, processes, procedures, records and tools to maintain consistent data and information management (within delegated authority and with external support as needed)
· Identify system issues and escalate appropriately
(Strategic IT planning, cybersecurity oversight and system architecture decisions remain external.)
4. [bookmark: _heading=h.npc5r5hd8cx9]Financial Administration Co-ordination
· Oversee day-to-day financial administration workflows in Hubdoc and Xero
· Ensure timely, accurate processing of accounts payable and receivable, administer payroll (with support from the Bookkeeper), and ensure documentation completeness for bookkeeper submission
· Liaise with the Finance Consultant on compliance, reporting and month-end financial documentation
(Financial strategy, statutory compliance accountability and reporting sign-off remain with the Director and Finance Consultant.)
5. [bookmark: _heading=h.u4uxd8yj7g39]Project & Field Team Administration Support
· Support Field/Project Managers with administration coordination including:
· Field accommodation and travel bookings
· Contract co-ordination and documentation tracking
· Document formatting and submission preparation
· Assist with internal scheduling, operational coordination and reliable management communications
6. [bookmark: _heading=h.n3b1xgf421on]OHS, HR & Governance Coordination
· In consultation with the Operations and Strategic Planning Manager, support OHS compliance coordination including:
· Maintenance of training registers
· WorkCover documentation
· Incident reporting records
· Maintain employee records, onboarding documentation and policy record control
· Coordinate ongoing compliance and maintenance actions with Ecolands Collective and external HR, OHS and governance advisors
(Policy development, compliance decision-making and legal accountability remain with the Director and external advisors.)
7. [bookmark: _heading=h.oo01bzz0iqlh]Communications Support
· Support consistent, established internal and external communications
· Assist with website and social media updates, and maintain document templates and brand consistency
[bookmark: _heading=h.yexk5jp3vzhh]PROFESSIONAL STANDARDS & WAYS OF WORKING
All employees of Ecologic NRM are expected to operate in accordance with the organisation’s policies, procedures and professional standards, as outlined in internal documentation and governance frameworks. 
In this role, that includes:
· Using business systems accurately and consistently, and maintaining data integrity, confidentiality and accurate records at all times
· Modelling Ecologic NRM’s values through professional communication, presentation and conduct
· Working collaboratively with Directors, Ecologists, Project Managers and external advisors
· Assisting with other duties for which the role holder is suitably skilled, where required, without detriment to core responsibilities
WORK ENVIRONMENT, PHYSICAL REQUIREMENTS & TRAVEL
This position is based at the Ecologic NRM Bairnsdale office, with occasional travel requirements within East Gippsland and surrounding regions. This role is not available on a hybrid or remote working basis. Working days are fixed; by agreement, the 0.4 FTE may be worked across 3 days p/week rather than 2. 
Requirements of the role include:
· Maintaining a safe, organised workspace and appropriate ergonomic practices in accordance with Ecologic NRM policies and OHS requirements, including reporting any health, safety or wellbeing concerns
· Predominantly sedentary work seated at a workstation with regular use of computers, video conferencing tools and standard office equipment, plus periods of standing, walking and light lifting
· Occasional attendance at meetings, field sites, stakeholder engagements or third-party venues, with autonomous travel to service providers or operational locations as required
ROLE REQUIREMENTS
Qualifications
Essential
· A current Driver’s Licence and ability to travel independently are essential.
· Demonstrated experience in an office administration or operations coordination role
Desirable (but not essential)
· Not essential - Certificate, Diploma or tertiary qualification in Business, Administration, HR or related field
· First Aid and/or Mental Health First Aid certification
[bookmark: _heading=h.g5qtd456u22e]Experience
Essential
· Experience coordinating office operations in a small to medium-sized organisation
· Experience using Xero or similar accounting software, including accounts payable and receivable workflows
· Experience supporting financial administration processes and working with external bookkeepers or finance advisors
· Experience maintaining accurate records and administrative workflows, and providing administrative support across multiple stakeholders or project teams
Desirable (but not essential)
· Experience in environmental consulting, natural resource management or purpose-driven organisations
· Experience supporting HR and OHS documentation, compliance coordination and onboarding processes
[bookmark: _heading=h.cqcjnlnr6a5h]Skills & Capabilities
Essential
· Strong organisational and time management skills, with the ability to manage competing priorities
· High level of digital literacy, including Microsoft 365; experience with SharePoint or similar document management systems desirable. Previous experience working with external IT providers is also desirable.
· Strong attention to detail and accuracy, particularly in financial and compliance documentation
· Clear written and verbal communication skills
· Ability to work autonomously within defined delegation boundaries, exercising sound judgement to escalate risk, complexity or uncertainty appropriately
Desirable
· Capability to maintain and support administrative systems for consistent efficiency
· Confidence coordinating across multiple service providers and advisors
· Understanding of small business compliance environments
[bookmark: _heading=h.hiplh73ukmw]Personal Attributes
· Professional, reliable, discreet and a collaborative team member
· Adaptable and comfortable in a growing, evolving organisation, aligned with Ecologic NRM’s purpose-driven environmental values
· Committed to high standards of record-keeping and information integrity
[bookmark: _heading=h.7ob2o9qzn6tk]

[bookmark: _heading=h.6gxefrs4u1q4]KEY SELECTION CRITERIA
Applicants must address the following criteria, providing brief examples to demonstrate their experience.
1. Office Coordination
Experience coordinating office operations and maintaining efficient administrative systems in a small or medium-sized organisation.
2. Financial Administration
Experience using Xero or similar accounting software to support accurate and timely accounts payable and receivable processes. Payroll experience is highly desirable.
3. Systems & Process Maintenance
Demonstrated ability to maintain and support established administrative systems or record-keeping processes.
4. Stakeholder Collaboration
Ability to work collaboratively with internal teams and external service providers, communicating professionally and escalating issues appropriately.
5. Organisation, Judgement & Confidentiality
Ability to manage competing priorities, exercise sound judgement and maintain confidentiality in a professional setting.
Other Relevant Information Employment Eligibility
This position has the following specific requirements as a condition of appointment: 
· Current Driver's Licence or the ability to travel independently without limitation
· Applicants must be an Australian Citizen, Permanent Resident or hold a valid work permit or visa
· Conditional on the completion of 2 professional reference checks
· All new appointments are subject to a 100-point Proof of Identity Check, as well as Working With Children Check both prior to commencement and throughout the term of employment.
HOW TO APPLY
Applicants must submit an up to date resume and a covering letter addressing the key selection criteria via Seek. Applications that do not address the selection criteria may not be shortlisted. Agency applications are not invited.
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