
 

Position Description 

 

 
Administration Officer - Office of the Chair  

Responsible to General Manager Office of the Chair 

Functional reports  Not applicable  

Located Brisbane CBD 
 

Introduction 
Safe Places for Children (Safe Places) was established ten years ago to provide children and young people in 
care with individualised therapeutic residential services. With a focus on being united, supportive, responsive, 
passionate and professional, Safe Places has created a culture where people can thrive in an environment of 
educated and enthusiastic staff guiding young people along a personal growth journey using our Integrative 
Practice Framework. 
 

Purpose 
Provide administrative support and assistance to Office of the Chair, executive staff, including partnering with 
executive staff to execute all elements of diary management, client engagement and office management.  

 

Relationships 

The Administration Officer reports to the General Manager Office of the Chair who works closely with the 
Chairman of the Board and General Managers and liaises with staff at all levels of the organisation. General 
work priorities and allocation of duties is determined within the context of the operational and business needs 
of Safe Places. 
 

Direct Reports 
Not applicable  
 
Indirect Reports 
Not applicable 
 

Work environment 
Located in comfortable, air conditioned, CBD office. Position may require some local travel to other offices, 
and will include physical tasks of maintaining the office, obtaining office supplies, collection of catering, etc. 
Limited after-hours work is required which will require flexible to working hours a few days a month.  
 

Areas of responsibility 

1. Provide high level administrative support to the Office of the Chair. 

i) Prepare information packs and briefings for the Office of the Chair and others. 

ii) Prepare agendas, minute recording and distribute of meetings minutes, including follow up with 
team members on agreed priorities.  

iii) Organising setup of meetings including, IT equipment, stationery supplies, catering, etc. 

2. Manage and maintain the executives’ schedules, appointments, event coordination and travel 
arrangements including international travel.  

3. Arrange appointments with employees, business partners, government and customers.  

4. Conducting research, sourcing and analysing information as requested by executives.  

5. Undertake and assist in projects as requested by executives.  
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6. Develop and maintain various data management systems. 

7. Maintain the highest standards of discretion and confidentiality.  

8. Report in a timely manner and proactively address serious breaches in service delivery; progress timely 
corrective action and escalate issues where policies, procedures or internal controls are being ignored 
or breached. 

9. Maintain confidentiality of all client details outside the workplace. 

10. Develop functional relationships and facilitate effective communication with management, staff and 
clients or any other person or group necessary to carry out the functions and responsibilities 
successfully. 

11. Commit to and endorse the vision, mission and values of Safe Places. 

12. Quality assurance and continuous improvement 

i. adhere to the policies and procedures of Safe Places. 

ii. identify and implement ways to improve client service and administration within this role. 

iii. contribute to ongoing review, development and implementation of changes to improve Safe 
Places’ productivity and efficiency. 

iv. attend team meetings to discuss and monitor workflows, deadlines and deliverables. 
 

Experience, qualifications & personal attributes 

Essential Requirements: 

• Business Administration certificate preferred.  

• Some after-hours work required.  

• Possess a Working with Children Card or willing to apply. 

• Required to complete Criminal History check. 

• Possess an open driving licence. 

• Advanced proficiency in Microsoft Office program and other business systems relevant to the role.   

• Well-developed oral and written communication skills, including demonstrated ability to negotiate and 

resolve issues with clients, partners, suppliers, management and co-workers at all levels. 

Desirable Requirements: 

• Minimum of 3 years’ experience providing administrative support at a high level.  

• Possess flexibility, adaptability and versatility of prioritising and managing own workload to handle 

changing work requirements.  

• Ability to acquire knowledge and learn new relevant skills in short time-frames.  

• Proven ability to achieve fundamental targets and objectives and in the delivery of administrative and 

reporting functions in a service driven organisation. 

• A preparedness to learn and adopt new technology, work practices, systems and procedures; 

underpinned by an ability to think outside the box. 

• Demonstrated ability to empathise with people and be responsive to their needs; underpinned by a strong 

understanding of the principles of exceptional customer service. 

• Ability to maintain equilibrium, make decisions, be flexible in responding to changing priorities, work 

unsupervised, accept responsibility and act on directives. 

• Ability to resolve problems in a timely and cost-efficient manner; underpinned by sound technical 

competence. 
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• A high standard of personal grooming and presentation appropriate for the position. 

• Self-motivated, passionate, friendly, proactive, professional, positive attitude; reliable and punctual with a 

high level of integrity and a sound understanding of appropriate behaviours in the workplace. 

This position description is not an exhaustive list of responsibilities and you will be expected to perform different 
tasks which fit with your skills, abilities and knowledge as may be necessitated by the changing business 
environment and the overall objectives of the organisation. 
 


