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Position Description
	[bookmark: _Toc30502219][bookmark: _Toc87857029]Role 
	Centre Administrator

	Group 
	Early Learning Victoria 

	Classification 
	Early Learning Support Class

	Salary Range 
	$53,865 - $65,916

	Position Reports to
	Centre Director

	Work Location 
	​​Please refer to job advertisement.



Role Purpose 
The Centre Administrator will provide administrative support for all aspects of operation of the Early Learning Victoria centre. You will be integral to managing the centre's systems related to payroll, enrolments, attendance, and Child Care Subsidy. You will also be a key point of contact for families, greeting visitors to the centre and providing information and answering queries by phone, email and in person.

Role responsibilities 
· Provide information and support to families regarding enrolment, orientation and general operations of the centre.
· Build and maintain strong relationships with families, colleagues, suppliers and Early Learning central team.
· Data entry into the Child Care Management System, payroll systems and reporting.
· Process payments.
· Answer and direct telephone calls, ensuring prompt and professional responses to all inquiries.
· Monitor centre security, including at entrances and exits.
· Perform various administrative tasks as required, including communications, team planning, and accepting deliveries.
· Operate in accordance with regulations and Early Learning Victoria policies and procedures.


Capabilities
	Capabilities 
	Description 

	[bookmark: _Hlk176948932]Communication 
	Key point of contact for families, providing information and answering queries by phone, email and in person. Assisting with communication tasks such as distributing information to staff, families and stakeholders. 

	Personal Attributes
	Demonstrates the public sector values of responsiveness, integrity, impartiality, accountability, respect, leadership and human rights.
Flexibility and adaptability: Operates well in a flexible and changing environment and manages workload efficiently to meet the centre's needs. Demonstrates initiative and seeks guidance and direction from senior colleagues when unsure.
Working Collaboratively: Supports a culture of collaboration within the centre and builds effective relationships with stakeholders and the community to maximise impact of the centre.

	Administration 
	Performs day-to-day administrative tasks including enrolment processing and support, Child Care Subsidy management, payment processing, staff onboarding, rostering and payroll, record keeping, inventory, maintenance, orders, and deliveries. Confidence in using administrative software and systems. 

	Compliance and Child Safety
	Operates according to the requirements of the Education and Care Services National Law and Regulations, National Quality Standards (NQS), Child Protection and Child Safe Standards, approved Frameworks, and Early Learning Victoria policies and procedures. Ensures adherence to relevant financial and compliance frameworks and policies to maintain high standards of financial integrity and operational compliance.

	Organisational Skills
	Excellent time management and ability to prioritise tasks effectively. Uses problem solving skills to complete administrative tasks, maintain accurate records, and ensure the service operates efficiently. Strong problem-solving abilities to identify challenges and implement effective solutions

	Financial Management Skills
	Demonstrates financial acumen and a strong commitment to following policies, procedures, and financial compliance. Assists in managing financial operations, ensures accurate and timely financial reporting, stringent compliance with all regulatory requirements, and follows best practices



Experience required 
· Previous experience working in an administration, with exposure to the early childhood sector preferred.
· Experience in financial reporting and following organisational policies and procedures.
· Confidence in using administrative software and systems, including excellent knowledge of Microsoft Word, Excel, and Outlook.
· Effective communication and relationship-building skills with staff, families and communities.
· Advanced organisational skills, including time management, multitasking, and prioritising tasks effectively to meet deadlines and support centre operations.
Specific skills/ Qualifications required 
· Qualification in business administration or related field highly regarded. 
· Cert III or Diploma in Early Childhood Education and Care or higher will be highly regarded
· Valid `Employee' Working with Children Check 
· Willingness to consent to a National Police Check (to be arranged by Early Learning Victoria) 
· International Police Check required if resided outside of Australia for 12 months or more during the last 10 years 
· Protecting Children Mandatory Reporting online learning
· National Child Safety Training (or willing to obtain)


Key Selection Criteria 
	Criteria 1
	Administration, Compliance, Child Safety and Communication – please see the capabilities above for more detail

	Criteria 2
	Personal Attributes - please see the Capabilities above for more detail

	Criteria 3
	Organisational Skills - please see the Capabilities section above for more detail

	Criteria 4
	Financial Management Skills - please see the capabilities section above for more detail



	Allocation of Duties 
	Organisational Values, Governance, Safety and Risk Management

	The incumbent can expect to be allocated duties, not specifically mentioned in this document, but within the capacity, qualifications and experience normally expected from persons occupying positions at this level. The incumbent will be based at a primary location of work and may be expected to travel where required.
	The incumbent shall carry out duties in accordance with legislation and governance requirements, policies and procedures, safety principles, staff code of conduct, and Victorian Public Sector Values.
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