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Position Description 
Office Coordinator 
April 2024 

 

 

POSITION TITLE:  Office Coordinator 

Full Time (38 hrs) 

LOCATION: Cairns 

POSITION REPORTS TO:  Chief Executive Officer (CEO) 

NUMBER OF DIRECT REPORTS:  Nil 

COMMENCEMENT DATE: ASAP TERM: up to 30 June 2025  

POSITION SALARY: $70,000 + superannuation with 5 weeks annual leave and 17.5% leave loading. 

About Regional Development Australia Tropical North 
RDA Tropical North forms part of a network of 50 committees across Australia’s capital cities and regions, 
including the Indian Ocean Territories, Norfolk Island and Jervis Bay Territory.  We operate within a regional 
economic development framework to promote long-term regional economic and social growth to achieve our 
vision of being the thriving, diverse and sustainable powerhouse of Northern Australia, linking the nation to 
the Indo-Pacific.  Our region encompasses 21 local government areas from the Torres Strait, Cape York to 
Croydon, south to Cardwell and north up the tropical coast.   The 11 member RDATN Board are volunteers 
drawn from the region and who bring leadership, skills and experience from the community, business, local 
government and not-for-profit organisations. 

Refer to www.rdatropicalnorth.org.au for further information. 

 

http://www.rdatropicalnorth.org.au/
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Position Description 
The Office Coordinator position is a challenging, dynamic, and agile role providing support to the Chief 
Executive Officer (CEO) and Board of RDATN.  The role requires an individual with extensive administration 
and governance experience, communications expertise, understanding of budgeting, a high level of initiative, 
a proactive and intuitive positive attitude, and a strong ability to deliver outcomes and meet deadlines.  The 
Office Coordinator primarily delivers on administrative, corporate governance, financial support, and 
communications functions. The role is responsible for ensuring that activities and priorities delegated by the 
CEO and Chair are carried out efficiently, effectively, professionally. 

CEO Support 
• Provide the CEO with timely, accurate and relevant information and prompt advice regarding all aspects 

of the organisation.  
• Provide administrative support to the CEO as needed. 

• Research, offer alternatives and book cost effective travel for the CEO as needed. 
• Manage the CEO’s diary with meeting requests and planned events. 

Administration 
• Administer all aspects of the daily office functions of the organisation (as a charity, governed by a board 

of volunteer directors, within a public facing shop front). 
• Make day-to-day decisions and plan and prioritise workflow without supervision. 
• Organise and coordinate all aspects relating to workshops, information sessions, meetings and events. 
• Responsible for effective IT and communication networks in liaison with external suppliers/contractors. 
• Prepare correspondence and undertake mail management and coordination. 
• Management of office related contractors (eg. Test and tag, cleaner).   
• Draft letters as needed. 
• Prepare and maintain meeting rooms and maintain general tidiness of office environment. 

• Maintain office to a high standard including primary liaison with property management to resolve any 
maintenance and/or repair issues. 

• Responsible for ensuring all insurance policies are current. 
• Manages any insurance claims with relevant insurer (including Workers Compensation). 
• Undertakes annual negotiations with property owners to ensure cost effective office leasing 

arrangements. 
• Support RDATN team members and Board members with administrative requests. 
• Review, update and maintain the Administration Manual every six months. 

Corporate Governance/Company Secretarial/Board Support Services 
• Provide support to the CEO to ensure that the organisation operates within the parameters of any 

agreements and funding contracts, and operational parameters. 
• Develop, maintain and update relevant internal policies and procedures across human resources, 

administration, financial and board functions including risk management plans. 

• Organise all aspects relating RDATN Board and other meetings (travel, logistics, agendas, minutes, 
associated reports, meeting schedules, supporting documentation, attendance, invites, catering, etc.). 

• Maintain an annual Board Schedule of Work that contains board meeting dates, sub-committee meeting 
dates, compliance due dates and policy renewal dates, and other relevant information as needed by the 
board. 
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• Maintain governance registers. 

Communications 
• Responsible for timely communication of RDATN activities, achievements through various social media 

channels. 
• Timely release of RDATN media releases through databases, website, and social media platforms. 
• Management of the RDATN website, including updates and data entry. 
• Management of the RDATN customer databases including data entry and email cleansing. 
• Monitor media coverage of RDATN activities (eg. Newspapers, stakeholder social media posts, other 

online). 
• Provide quality customer service to both internal and external parties. 
• Develop event invitations either through in-house graphic design software, or through coordination with 

RDATN’s graphic design contractor. 
• Compile a bi-monthly (or as needed) Communications Report for the board including media articles, social 

media data and insights. 
• Develop and distribute the fortnightly e-Update including Grants & Tenders update. 
• Prepare presentations and general communications as required. 
• Develop and distribute the quarterly e-Newsletter. 

Financial Support 
• Monitor year-to-date (YTD) operational expenses and provide forecast expenses, as required. 
• Investigate costs associated with planned initiatives (eg. Events, travel) and provide this information to the 

CEO, for inclusion in future budget forecasts. 

• Support the RDATN bookkeeper with requests for receipts, invoices and other documents as needed. 
• Gather quotations for audit services as needed. 
• Responsible for planning and scheduling the annual financial audit with the approved auditor and alongside 

the bookkeeper, provide all necessary information as required by the auditor. 
• Manage the fortnightly accounts payable processing by attributing job and account codes to invoices, 

receipts and timesheets. 

Selection Criteria 
Essential 

1. Demonstrated experience in roles that require attention to detail, ability to achieve outcomes, 
without the need for extensive direction. 

2. Experience in directly assisting the daily efficiency of a similar office environment. 

3. Demonstrated high-level competency in administrative management and board governance 
(minimum 5 years’ experience).  

4. Demonstrated ability in online communications activities including website maintenance, social 
media, Mail Chimp or other similar platforms. 

5. A high level of initiative and positive attitude in problem solving. 

6. Demonstrated ability to work and contribute as a member of a small team managing multiple 
priorities with challenging deadlines. 

7. High-level written and verbal communication and interpersonal skills. 
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8. High level competency and experience with IT and Microsoft suite of programs.  

9. Current C-class Drivers Licence.  

Desired 
1. Knowledge and awareness of the Far North Queensland region and the Regional Development Australia 

network. 

2. Relevant Degree of Diploma qualification. 
3. General knowledge of bookkeeping principles and MYOB. 

 

Applications: 

Applications should include a letter outlining how you meet the selection criteria and a current resume.  

Shortlisted candidates may be required to undertake psychometric testing.  

Please email applications to engage@rdatropicalnorth.org.au 

Application Closing Date: Sunday 21 April 2024 
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