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Office Manager 

Position Description  

 

 

 

Date: Wednesday, 31 January 2024 

 

The organisation  

As Australia’s only national bird conservation charity, we are on a mission to put birds and nature on the 
path to recovery within a decade, leading and facilitating action that halts biodiversity loss and restores 
ecosystems. We can only achieve this with the help and support afforded to us by our diverse stakeholders 
including supporters, campaigners, donors, members and like-minded conservation organisations.  

BirdLife Australia takes a science and evidence-based approach to bird conservation. Where strong 
conservation plans are in place and well-resourced the evidence tells us that threatened species can be 
brought back from the brink of extinction. With a 100-plus year history and Australia’s strongest and 
longest-lived collection of data and surveys, BirdLife Australia brings a wealth of observation and 
experience to the protection of native birds.  

BirdLife Australia is a diverse organisation with more than 330,000 supporters, donors, volunteers, 
campaigners and members, over 130 staff across Australia, and a network of more than 40 voluntary 
community groups. 

A significant part of BirdLife Australia’s work is done by volunteers acting either alone, in organised groups 
or serving on Committees. It is important that all staff understand and appreciate the contribution made 
by volunteers, and are also mindful of their varying skills, interests and motivations. 

BirdLife Australia acknowledges the important role First Nations People throughout Australia have played, 
and continue to play, caring for Country. We acknowledge their continuing connection to land, sea and 
community and pay respect to Traditional Owners and their cultures, and to their Elders both past and 
present. BirdLife Australia endeavours to facilitate the further engagement of Indigenous Australians in 
the research and conservation of our native birds. 
 

The role 

 

Position title  

Office Manager (Southern NSW) 
 
Position Objective 
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The role of the Office Manager is to manage the Southern NSW office in conjunction with the Office 
Volunteer Coordinator and other Office Volunteers together working within sustainability principles.  
 
Status 

This is a part time position 14 hours per week offered on a max term contract. 
 
Staff reporting 

None  
 
Remuneration / Job Level 

Salary at Level 2 (As per published Level / Grade Remuneration Scales) 
 
Location 

This is a hybrid position based at the NSW Discovery Centre, Homebush, Sydney and a home-based 
location.  
 

Reporting 
This position reports to Head of Corporate Services with day-to-day direction locally from the Treasurer 
and Secretary of BirdLife Southern NSW.  
 
Travel requirements  

None 
 
Duties   

Accounts 

• Maintain the accounting record using NetSuite software; 

• Reconcile bank statements to the accounting record; 

• Process claims for payment and arrange payment by direct deposit or cheque; 

• Process income and issue receipts; 

• Process credit card payments; 

• Issue tax invoices and follow up overdue payments; 

• Prepare and submit to National Office information required for the quarterly Business 

Activity Statement; 

• Maintain the petty cash float; 

• Arrange for new bank accounts to be opened and for change of signatories; and  

• Provide information and financial reports to the Treasurer and Head of Finance. 

Engagement with branch committee, projects, members, volunteers and the general public 
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• Respond to enquiries, whether from BirdLife staff, members, the public and volunteers and 

either answer them or refer them on; 

• Coordinate input to the national and branch monthly e-news/branch update publications; 

produce, edit and arrange distribution of the latter; 

• Update the Birdlife Australia website as it relates to the Southern NSW branch and the 

Discovery Centre; 

• Maintain the BirdLIfe Southern NSW webpage and social media pages; 

• Receive and distribute incoming mail/email correspondence and dispatch outgoing 

mail/email including correspondence that may be referred via the branch’s webpage or 

social media pages; 

• Manage bookings for member events; track volunteers/participants and coordinate with 

project managers, produce and publish information, maps, participation and registration 

forms   

Office administration 

• Organise the venue, catering and promotional preparations for the AGM and member 

events;  

• Maintain the records system, both paper and electronic; 

• Maintain stocks of office supplies, information, promotional leaflets etc.; 

• Maintain the assets register, keep equipment ready for use and arrange maintenance or 

repair; 

• Ensure computer data is backed up and maintain malware protection; 

• Provide administrative support to the branch Committee and its Sub-committees; 

• Coordinate housekeeping aspects of the Discovery Centre, including key-security, cleaning, 

telephones, internet access and Newington Armory site access, liaising with National Office 

and Sydney Olympic Park Authority as necessary; 

• Maintain Workplace Health and Safety records; 

• Ensure that employee and volunteer records are kept complete, up-to-date and stored in a 

manner that ensures privacy of personal information; 

• Monitor the currency of child protection clearances, and advise when new clearances are 

required; and 

• Recruit volunteers through the Centre for Volunteering and other sources. 

 
Selection Criteria 

Essential  

• Great communication and interpersonal skills 

• Strong organisational skills 

• Demonstrated experience as an Office Manager or equivalent experience 
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• Intermediate to advanced computer knowledge, including Word, Excel and Outlook 

• Valid Australian work rights with permission to work 
 
Desirable 

• Experience working with a not-for-profit organisation  

• An understanding of/interest in bird conservation 

• Experience in the use of on-line booking/ticketing platforms 

Workstyle, attributes, and attitudes  
 

• A high level of professionalism in all work 

• A team player with a collaborative style and flexibility  

• Responds positively to feedback and accommodates change 

• Models BirdLife Australia’s values and behaviours 

• Ability to work well with minimum supervision 
 

Living our Values  

• Promote and role model appropriate behaviours that support BirdLife Australia’s culture and values.  

• Actively demonstrate organisational values.  
 

Passion 

We bring 
people 
together 
around a 
love of 
nature 

Excellence 

Science and 
knowledge 
is at the 
centre of 
everything 
we do 

Leadership 

We 
empower 
and inspire 
people to 
lead with 
courage and 
purpose 

Collaboration 

We embrace 
diversity and 
work in 
partnership 
with mutual 
respect 

Integrity 

Our success 
is based on 
experience, 
honesty, 
trust and 
fairness 

Impact 

We think 
globally, 
lead 
nationally 
and act 
locally 

 

OH&S statement  

Employees and potential employees should be aware that the requirements of the position include, but 
are not limited to: 

• Limited attendance at evening or weekend meetings 

• Long periods of sedentary desk and computer duties and telephone use  

• Possible lifting and moving of heavy equipment and objects 
 
 


