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Administration Assistant Clerk Grade 1/2
The Administration Assistant Clerk is responsible for assisting the Administration Manager and the PA by carrying out routine daily tasks including photocopying, collating, stapling, binding, shredding, checking stationery supplies, carrying out routine maintenance on office equipment and filing correspondence and other tasks as required.

Key Responsibilities

· Collect the department’s mail from the reception area and sort and distribute by 9.45 am

· Sort and dispatch the department’s outgoing mail

· Operate a computer to produce workplace documents

· Operate a range of office equipment in accordance with OH&S requirements

· Order and process the stationery supplies for all departments

· File company and customer documents in accordance with the Company’s record management procedures

· Assist with the copying and collating of all material within the department

· Answer telephone enquiries and relieve the Receptionist when required

· Carry out routine maintenance on office equipment within the department

· Assist the Administration Department team as required.

Reports to

Janet Parker

Administration Manager

Ext 566
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Swaggies Pty Ltd is a simulated company used for training purposes only
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