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GLEN EIRA ADULT LEARNING CENTRE INC.

Volunteer Reception Role
Position Description

Organisational Overview

Glen Eira Adult Learning Centre (GEALC) aims to deliver quality accredited and non accredited programs to the people of Glen Eira and surrounding areas. A high level internal review of programs is conducted annually, ensuring that the organisation meets state‐wide regulations and standards, whilst meeting the learning needs of the local community.

GEALC aims to provide an effective and efficient management structure. The voluntary Committee of Management meets regularly to monitor the ongoing operations of the organisation including funding opportunities, organisational resources, staffing structures, policy and programming, financial management and marketing.

GEALC aims to continue to foster working relationships with business, industry, government and other relevant sectors. It continues to nurture established relationships and partnerships with other providers to share skills, knowledge and resources.

English as a Second Language (ESL)

GEALC is registered to deliver accredited English as a Second Language (ESL) classes at Certificate I, II and III Level. A range of Non‐accredited courses in English are also delivered to students from culturally and linguistically diverse backgrounds that include:

· Pre Beginners English

· English for Beginners

· English Conversation for Beginners

· Post Beginners English

· Everyday English

· Australian History

Computer Program
A range of non accredited computer classes meet the information technology learning needs of community members. Courses include:

· Internet and Email

· Microsoft Word

· Microsoft PowerPoint

· Microsoft Excel

· Digital Technology
Position Overview

The Volunteer Receptionist is a newly created role that will provide administrative support and the first point of contact for the Centre’s clients.
Tasks 

· Meeting and greeting clients and visitors when they enter the Centre

· Transferring and announcing calls to other staff members

· Providing course information to prospective students and service providers in person  over the phone and via email
· Processing student enrolments including collection of student details and receipting payments 

· Collection of information concerning enquiries to establish the demand for courses

· Making sure the reception area and kitchen is clean and tidy

· Ensuring collecting and recording of mail, put out and retrieve signage daily

· Assisting the Education Coordinator with administration of AMEP program (training provided)
· Photocopying and general office duties as requested

Desirable Skills and Qualities
· Customer Service Skills 

· Excellent written and verbal communication skills

· Interpersonal skills and flexibility

· Computer skills: Microsoft Outlook, Word, Excel and Internet Explorer. 

· Ability to work cooperatively in a team environment

· Experience in a similar setting

· Empathy and understanding of the challenges faced by people from diverse cultural backgrounds
Reporting

This position is responsible to the Education Coordinator and ultimately the Executive Officer and the Committee of Management.

Time Commitment

One to two four hour shifts per week from 9am – 1pm (Monday – Thursday) during school term

What we can offer you

· An opportunity to use your skills in a professional and friendly environment

· Training in relation to understanding the operations of a local community service provider

· Interaction with people from diverse cultural background
Application Process
Your application can be emailed or mailed to the Executive Officer, Glen Eira Adult Learning Centre by Wednesday 11thh August 2010.

Your application should include:

· A one page letter to demonstrate the skills and qualities outlined in the position description

· A copy of your CV

· Details of two referees

· The successful candidate/s will be subject to a police check funded by the Centre

Mail: Executive Officer



Email: l.harris@gealc.org.au
Glen Eira Adult Learning Centre

PO Box 219

Ormond VIC 3204

_1288009309.bin

