
 

 

Administration Assistant  

Status: Full Time 

Hours: 76 hours per fortnight 

Award: MDA Certified Agreement 2016  

Salary:   Level 1.1, $43,709.12 per annum + 9.5% super  +  salary sacrifice 

Reports to: Operations Worker  

Contract Period: Ongoing 

Probation Period: Six (6) months 

Location: Toowoomba  

 

About Multicultural Australia     

Multicultural Australia   is a leading Queensland multicultural organisation. We aim to grow multicultural 

values across our State and to empower newly arrived Queenslanders from diverse cultural and language 

backgrounds through advocacy, community development and a range of client services. 

 

Our main objective is to create a welcoming, inclusive and economically stronger community here in 

Queensland. We are passionate about working to ensure that new Queensland refugees, migrants and 

international students are included, skilled and thriving. Multicultural Australia currently has over 220 staff, 

100 Cultural Support Workers and 200 volunteers.   

 

Multicultural Australia’s Character and Values  

We are a values based organisation and our values alignment is key to achieving success in the 

Administration Assistant role. The principal measure of performance in this role will be the evidencing of 

delivery of the Multicultural Australia Way. The statements which provide the ingredients of the 

Multicultural Australia Way represent our cultural values and define the expectations of Multicultural 

Australia staff in performing their roles and interacting with clients’ stakeholders and each other. An 

integral part of this role is to model and enhance the philosophies, attitudes, behaviours and practices 

defined in the Multicultural Australia Way. 

 

About your contribution 

Multicultural Australia is currently offering an exciting opportunity for an Administration Assistant to work 

as part of a multidisciplinary team providing operational and system support services in order for 

Multicultural Australia to support newly arrived Queenslanders. Being an active member of the team 

welcoming and supporting initial settlement stages for our newly arrived refugee community members 

you will be key in keeping day to day operations working smoothly and be responsible for a variety of 

tasks around the office. In this role you will need to be comfortable in learning new skills and adapting to a 

wider variety of duties. As Administration Assistant you will be multitasking and require strong time 

management skills as you may be required to work on several projects at once. Here at Multicultural 

Australia we are focused on ensuring we meet all of Multicultural Australia’s policy, procedures, standards 

and guidelines which will be key responsibility for you in this role focusing on the teams compliance on 

administrative and data management functions.  

What you can expect to do 

1. Provide quality administrative support to Multicultural Australia’s teams; 

2. Assist in managing a number of group email inboxes and client data management systems; 



 

3. Assist the claims officer with data entry into Multicultural Australia’s internal client management 

systems (CSNet) as well as Government data management systems (HSP system), ensuring 

information is accurate and up to date through the tracking of evidence and process claims; 

4. Provide administrative support in the preparation of arrival documentation;  

5. Provide administrative support to operations staff with diary coordination and arranging client 

appointments to essential registration agencies including Centrelink, Bank, Medicare, AMEP and 

health services for newly arrived refugee individuals and families with in their first 2 months of 

arrival; 

6. Provide administrative support in making operational claims in line with confirmed services 

provided and within required timeframes; 
7. Engage internal and external stakeholders in a professional manner to support the operations of 

activities and gather information for reporting purposes;  

8. Contribute to developing processes to continuously improve the efficiency of reporting and data 

management;  

9. Utilise Microsoft suit to optimise procedures; 

10. Book Cultural Support Workers (CSW) and Multicultural Australia cars; 

11. Other duties as requested by your Line Manager. 

 

In addition to the duties listed above all Multicultural Australia staff are expected to: 

1. Respect and abide by the vision, mission and values of the organisation; 

2. Ensure that their conduct is consistent with provisions of the Multicultural Australia  Code of Ethics 

and Conduct; 

3. Comply with the provisions of relevant Multicultural Australia policies and procedures; 

4. Comply with the provisions of Multicultural Australia’s Workplace Health and Safety framework 

including policies, procedures and safe work systems that relate to their role, program area or 

Multicultural Australia as a whole - information and training will be provided to successful 

candidates; 

5. Carry out general administrative functions related to their role and to the effective and efficient 

functioning of Multicultural Australia as a whole. This will include the use of computer-based 

calendar and information management systems.  

 

What we need from you 

Qualifications and Experience 

1. Experience in an administration role, customer service role or similar role; 

2. Good written and verbal cross cultural communication skills with ability to communicate with 

supervisors, co-workers and external parties in a professional manner; 

3. Ability to develop constructive and cooperative working relationships with others, and maintain 

them over time; 

4. Ability to manage time effectively, with a mature attitude to working to deadlines with competing 

priorities; 

5. Demonstrated experience working with databases or information management systems with 

good level accuracy and attention to detail; 

6. Good computer literacy, particularly in relation to use of Microsoft Office Suite (Word, Excel, 

PowerPoint, etc.) and databases; 

7. Skills in contributing to reports with the ability to retrieve and present data that is fit for specific 

reporting requirements; 

8. Working knowledge of information management systems and reporting protocols; 

9. Possession of, or willingness and eligibility to obtain, a Blue Card (Working with Children Suitability 

Card in accordance with the Commission for Children and Young People and Child Guardian Act 

2000) and Police Clearance Check. 

 

 



 

Desirable Skills and/or Experience 

1. Qualifications  and experience in business administration, information technology or similar fields; 

2. Previous experience contributing to reports based on complex, client data management systems; 

3. Current QLD open driver’s license. 

 


