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Application Form: 

Receptionist/Administrative Support 





     Please complete this form and return to hr@australianvolunteers.com by: 14 September 2010

	NAME: 
	

	STREET ADDRESS: 
	

	SUBURB: 
	POSTCODE: 

	EMAIL: 

	PHONE (BH): 
	PHONE (AH): 

	AVAILABLE START DATE:  


Eligibility to work in Australia is a requirement of this position – are you an Australian resident or holder of an appropriate work visa?

	· YES


	· NO – PLEASE PROVIDE MORE INFORMATION:

	


	Why does this position interest you?

	


Education & Qualifications
	Education Level/ Qualification 
	Year Achieved

	
	

	
	

	
	

	
	


RELEVANT WORK EXPERIENCE

	Organisation 
	Position title /nature of role (include whether full-time/part-time/casual etc.)
	Country
	Dates

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Key selection criteria

Please provide succinct answers (maximum 300 words per question), including at least one example that demonstrates your experience:

	Administration qualification and/or experience in a busy office environment, including experience with PABX switchboard (or similar). 

	


	Demonstrated ability to deliver strong customer service and a professional approach in representing an organisation as the first point of contact

	


	Well developed administration and computer skills, particularly with Microsoft Office applications (Microsoft Word, Excel and Powerpoint), email systems & databases; proficiency using the Web

	


	Good organisational ability, attention to detail and time management skills
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