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position description

Position Title:
Elizabeth St Supportive Housing Administration Officer
Service:


Elizabeth St Supportive Housing

Reports to:


Supportive Housing Manager
Location:


660 Elizabeth St, Melbourne              

Hours:
0.5EFT – hours and days of work to be negotiated
Period:


9 month contract
Organisation overview 

HomeGround’s vision is to end homelessness in Melbourne.  HomeGround’s mission is to get people housed and keep people housed.  HomeGround’s core values of People, Respect, Dignity, Choice and Diversity inform the way we work in the community.  
HomeGround is a growing, independent, not-for-profit and secular organisation, working in the areas of homelessness, housing, community development and social change.   

HomeGround has extensive experience at providing housing and support services to people experiencing or at risk of homelessness.  HomeGround is well known for its quality service delivery and assisted around 10,000 households experiencing, or at risk of, homelessness in the past year alone. 

HomeGround is experienced and committed to working in partnerships with government, corporations, philanthropic organisations and the community sector.  This includes involvement in research projects and strategic advocacy on critical issues. 

HomeGround champions and advocates evidence based approaches to end homelessness.  This has included leading the introduction of Common Ground Supportive Housing into Melbourne and developing affordable and supportive housing projects across Melbourne.

We currently work across Melbourne’s inner and outer northern suburbs, inner and middle south, and the central business district.  We anticipate that our geographic focus will expand over the coming years in line with future supportive housing developments. 

More information is available at www.homeground.org.au 
Position overview 

Supportive Housing is an innovative approach to housing people who have experienced long term homelessness and who have high and complex needs.  The Elizabeth St development is the first of its kind in Australia and is based on five key elements:

· Permanent – offering self contained, high quality housing

· Safe – 24 hour staffing and controlled secure access to the building and apartments
· Affordable – with rents set at a maximum of 30% of income

· Supportive  – with on site supports to help stabilise and sustain housing

· Diverse - a social mix of tenants ensuring a thriving community 

This position will participate in front of house duties and coordinate office maintenance tasks for the Supportive Housing team at Elizabeth St. The person will work closely with the Supportive Housing Manager and Coordinators on a range of administration duties and projects focused on maintaining an effective and well serviced office in accordance with existing systems, policies and procedures.
Position responsibilities and functions

Admin duties

· daily mail posting and maintaining mailing systems and supplies
· petty cash balancing and issuing of money and receipts as required

· support internal communications

· document preparation in conjunction with Administration Coordinator
· ensuring shared work spaces are stocked, functioning and tidy (ie photocopier, fax, mail area) on a daily basis
· regular stationary orders and distribution
· minute taking and agenda preparation in conjunction with Supportive Housing Manager and coordinators

· hospitality orders and other bookings as required

· ensuring kitchen and bathrooms supplies maintained

· maintenance / tradesperson liaison in conjunction with Manager
Front of House (rostered shifts)

· greet and sign in visitors, answer phones, direct calls and take messages in a highly professional and courteous manner

· liase with tenants in a highly professional, courteous and respectful manner

· distribute equipment, keys etc. to tenants

· General 
· comply with agency reporting requirements, organisational policies and procedures 

· participate in organisation structures and meetings 

· attend team meetings and other HomeGround Services meetings as required 

· participate in supervision with Manager 

· attend internal and external training as planned with Coordinator or Manager 

· work within HomeGround Services’ ethical, privacy and duty of care frameworks 

· contribute to a positive organisational culture 

· perform other duties as required 

Performance measurement 

All staff participate in an annual performance development and appraisal process. An annual personal performance plan, and an annual work plan is developed via this process. These are reviewed regularly via formal supervision.
Organisational relationships 
Reports to: 

Supportive Housing Manager
Supervises: 

Nil


Internal Contacts: 
Organisational Administration Coordinator (based at Oxford St), Supportive Housing Coordinators, Supportive housing caseworkers and after hours staff
External Contacts:
Yarra Community Housing staff, suppliers, tradespeople, tenants, service providers
Key selection criteria 

Essential

1.  High level verbal communication skills in liaising with a range of stakeholders on the phone and in person
2.  Experience in managing difficult & challenging people and circumstances in a calm and professional manner
3.  Ability to manage deadlines & plan multiple tasks
4.  Understanding of the skills needed for the administrative duties required

5.  IT competency in Microsoft Word, Outlook, Excel 
6.  Victorian Driver’s License

Desirable
7.  Experience working in the welfare sector
8.  An understanding of the causes and effects of homelessness
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