Volunteer Job Description

Administration Assistant

We are looking for an administration assistant to join our Industry Skills Centre Training team. If you have great word processing skills to tackle a range of documents then we’d love to hear from you.
Title:


Administration Assistant

Directorate:

Client Services
Department:

Industry Skills Centre
Responsible to:
A/Senior Training and Development Officer
Key Responsibility

To assist training staff with clerical support.
Key Results Area

1. To assist training staff, where necessary with general admin duties including creating documents and reformatting existing documents
Competency Required

1. Very good Word Processing skills with the ability to work across several documents simultaneously.  The ability to work within recent versions of Windows and Microsoft applications is required, with a strong preference for experience with Microsoft 2007 or 2010 versions.
Time and Availability Requirements

We are looking for a volunteer for one or two days per week, preferably Wednesdays and or Thursdays.
Current Vacancies

Seeking Volunteers.

Contact Person:

Annette Thompson on Tel: 6222 4903   Email:  annette.thompson@guidedogswa.com.au
