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POSITION DESCRIPTION

1. POSITION TITLE: 
Office Manager, Melbourne
2. WORK UNIT: 
People and Workplace
3.
RESPONSIBLE TO: 
Facilities Manager
3. LOCATION: 

Melbourne, Victoria
4. PURPOSE: 
The Office Manager/Facilities Team Leader is responsible for the safe and efficient running of the Melbourne office including leading a small team to provide reliable front of house support to internal and external stakeholders.

The Office Manager/Facilities Team Leader will also work closely with the General Manager and other high level stakeholders to promote and support the use of Melbourne office operations, facilities and public spaces for hire in the facility. 
5. DUTIES

Duties and responsibilities include:

Facilities Management
· Responsible for the safe and efficient operations of the Melbourne office including being the main onsite point of contact for facilities, general operations and Work Health and Safety (WHS);
· High level customer liaison, assisting employees, members, volunteers and external stakeholders with general operations and the operation of office facilities;
· Be the main point of contact for potential clients in regards to meeting room hire inquiries, site inspections and the preparation and dissemination of quotes to promote the hire and use of the public spaces in the facility;
· Work with the Business Development team and other internal stakeholders to ensure services are delivered as agreed with external stakeholders;

· Manage and coordinate internal and external bookings of the facilities including the management of the booking register to ensure the best utilisation of available space;

· Liaise with catering suppliers for orders, special requests, equipment hire and return;
· Manage vendor registration process including access to the loading dock, building passes and parking;
· Set-up rooms for daily requirements including furniture, audio visual, whiteboards etc and coordinate the changeover of rooms between events to ensure spaces are ready for the next user;
· Maintain day to day tidiness of meeting rooms, break out spaces and catering areas;
· Ensure IT equipment in meeting rooms is tidy, is in working order and well-maintained;
· Communicate upcoming events to staff in the Victorian Division to advise of traffic in the office and/or resource implications;
· Assist with Reception/front of house service as required including building management queries as well as providing contractor access and inductions; and
· When required, assist with onsite and offsite events in terms of hosting, processing registrations, coordinating logistics, etc.
Financial Management and Reporting
· Financial management of the Melbourne office facilities and operations. Including the management of incoming and outgoing invoices in line with Engineers Australia’s central finance team;

· Monitor and manage the costs of building consumables eg. coffee, serviettes and other meeting room and office-related needs;

· Seek to implement and maintain preferred supplier agreements with third party suppliers such as caterers and equipment hire companies;

· Budget management for the Melbourne office operations and facilities; and
· Reporting as required such as room usage reports, WHS and financial reporting.
Staff Management

· The provision of management, direction, instruction and guidance to the Victoria Facilities Team including working to improve the team’s engagement with stakeholders;

· Operate as the point of escalation for the Victoria Facilities Team in order to resolve complex issues;
· Manage the day to day operations of the team ensuring that resourcing needs are met during times of absenteeism and fluctuating workloads;
· Working with the Victoria Facilities Team to set individual and team objectives in conjunction with the Governance and Support Business Group’s plan and service standards;

· Managing team and individual performance, including conducting performance reviews, setting objectives and working with the team on their own Professional Development;
· Coordination of a service coverage roster to ensure onsite support is available during hours of operation;
· Providing ongoing training, mentoring, coaching and learning opportunities for the team, and
· Recruitment as required.
6. WORK HEALTH & SAFETY (WHS) OBLIGATIONS

As a worker for Engineers Australia, you must:
· Take reasonable care for your own health and safety in the workplace
· Take reasonable care that your acts or omissions do not adversely affect the health and safety of others in the workplace
· Cooperate with your employer about matters of health and safety

· Comply with any reasonable instruction and cooperate with Engineers Australia’s WHS policies and procedures

· Familiarise the broad meaning of ‘workplace’ in health and safety legislation and Engineers Australia WHS policies and procedures.
7. COMMUNICATION AND RELATIONSHIPS

· The position works closely with the General Manager and other office team members.
· This position is responsible for managing a small team of professionals;
· Fosters positive relationships with all EA staff, visitors, industry partners, government agencies and other professional associations.
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We are committed to delivering exceptional products, services and experiences for our
members and customers.

We do this by:

« caring about our members and customers, listening to them and seeking to understand their needs
« helping our customers achieve their goals

« providing service excellence

« using our member's funds prudently and in a sustainable way

ACHIEVE TOGETHER

We are at our best when we collaborate and use our collective expertise.
We do this by:

« working inclusively as ‘One Team' to create a positive and enthusiastic culture

« valuing everyone's contribution, respecting the uniqueness of individuals
« sharing information and ideas openly and broadly

o encouraging and supporting others to do their best

EMBRACE PROGRESS

We actively seek out ways to improve through adopting ideas from our colleagues, customers
and the world around us.

We do this by:

« staying informed in our ever changing world

« being agile and adopting new and simpler ways of working

« actively coaching, mentoring and encouraging creative thinking
o accepting mistakes can happen and learning from them

ACT WITH INTEGRITY

We eam trust by being authentic and accountable.

We do this by:

« doing the right thing, even when itis not easy

« giving and expecting our best, always

« keeping our promises, saying what we mean and doing as we say

* communicating openly, honestly and respectfully, being mindful of impact





9. SELECTION CRITERIA
· Facilities/office management experience within a professional context, with a sound knowledge of reception and front of house operations;
· Strong administration experience with a keen focus on service delivery/customer service;

· Excellent interpersonal and relationship management skills with the ability to liaise with a broad range of stakeholders with ease and manage stakeholder expectations both effectively and respectfully;
· Previous experience managing staff is preferred;

· Demonstrated initiative and accountability – proactive, self-starter who is efficient, able to organise and prioritise work, manage a broad range of varied tasks on a day to day basis, garner resources and deliver required outputs whilst tackling multiple tasks to deadlines;
· Outstanding verbal and written communication skills with a high attention to detail and numerical accuracy with an excellent work ethic;
· A proven ability to maintain confidentiality;
· Strong computer skills including good knowledge of Microsoft office suite and an ability to learn new systems with ease; 

· Outstanding verbal and written communications skills.
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