
 

 

POSITION TITLE: ADMINISTRATION SUPPORT 
Reports To: Operations Manager & General Manager 

 

Position Overview 

The purpose of the position is: 
1. To create and maintain a professional office environment and image  
2. To ensure all administration functions are coordinated efficiently resulting in effective, smooth functioning office and 

environs 
3. To assist Managers to ensure GP&E records are accurate, up to date to meet all statutory requirements 
4. Provide administrative support to the Operations Manager and General Manager as required 
5. To ensure effective flows of communications 

 

Key Responsibilities 

 

▪ Represent GP&E as the first point of contact when answering the telephone or replying to an email   
▪ Provide administrative support to the Operation and General Managers 
▪ Preparation and management of correspondence, proposals, presentations, contractual documents and management reports 

and documents 
▪ Responsibility for handling and distributing internal; and external mail processes 
▪ Organising papers, prompts, chasing up of outstanding issues in preparation for meetings 
▪ Database management  
▪ Discreet handling of confidential and sensitive matters 
▪ Screening calls and correspondence, attending to personally when required 
▪ Supporting the operations manager with accounts R & P and maintaining clients and supplier relationships  
▪ Basic accounts processing using Xero, petty cash, credit card and supplier accounts reconciliation 
▪ Comply with health and safety guidelines and instructions to ensure a healthy, safe and environmentally responsible workplace; 

and cooperate and comply with equal opportunity legislation 
▪ Maintenance of vehicle registers, plant safety checklists, defects, registration, service and repair.  
▪ Perform a range of office and administration services to achieve and maintain service levels with regard to office procedure 

standards  
▪ Communicating with office and on-site staff, relaying important information in a concise and timely manner. 
 
 
 
Key Selection Criteria 

Required skills and abilities 

Essential 

▪ Highly developed computer skills utilising MS Office suite of products including proficiency with Outlook and Teams 
▪ Excellent written, verbal and interpersonal communication skills  
▪ The ability to manage both electronic and hard copy files and development of appropriate processes. 
▪ Proven ability to prioritise and schedule activities to meet deadlines or time critical events  
▪ Ability to accurately carry out set tasks in a routine environment with attention to detail  
▪ Ability to maintain clients and supplier relationships  



▪ Good organisational skills  
 

Desirable 

▪ Proficiency in the use of data base management systems 
▪ Ability to undertake small projects associated with the position. 

Personality 

▪ Team oriented – must be able to demonstrate co-operation with a variety of people, which will result in the best outcome 
▪ Self managing – Can take initiative and ‘knows the job and gets on with it’ 
▪ Client service focus – actively anticipating and responding to the needs of clients and suppliers 
▪ Achievement orientation – thinking beyond the immediate 
▪ Flexible – capable of changing to meet competing needs 
▪ Strong confident person with a sense of humour 

 

Work Experience 

Essential 

At least 12 months experience in a similar or professional environment. 

Academic Qualifications 

Desirable 

Vocational training or Tertiary qualification in a related discipline  

 

 

Key Results Area & Performance Indicator 

Service Delivery   

Provides a professional, timely and quality service to clients, ensuring total commitment of quality, integrity in transactions and 

sensitivity and respect when dealing with others, listens to clients and GP&E staff and probes expectations, anticipates future needs. 

Communication   

Information, both written and oral is clearly and accurately transmitted to clients and staff.  Communications are relevant, 

appropriate, timely, and consistent with GP&E policy and requirements. 

Planning & Organising  

Information and advice is sought from colleagues and external parties to establish priorities and to ensure deadlines are met.  

Priorities are established in line with GP&E’s vision and goals. 

Personal Management & Development  

Carries out set tasks effectively and efficiently.  Accepts full responsibility for own actions and decisions, follows through on 

commitments made, takes ownership of successes, and accepts responsibility for failures.  Contributes to the ongoing improvement 

of the business processes and services.  Takes responsibility for personal and professional development to ensure own skills sets 

meet the needs of the business. 

Teamwork  

Consults extensively with colleagues and other relevant parties.  Considers the impact of own actions on the performance and 

workload of colleagues and others.  Participates as a team player, provides support and help to others.  Supports the team’s 

decision.  

 


