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POSITION DESCRIPTION
	1.
	POSITION TITLE:
	Facilities Coordinator

	2.
	WORK UNIT:
	People and Workplace

	3.
	RESPONSIBLE TO:
	Facilities Team Leader

	4.
	LOCATION:
	Melbourne, Victoria

	5.
	PURPOSE:
	


Under the instruction of the Facilities Team Leader the Guest relations and Event support officer is the main point of contact for all visitors to the Engineers Australia Office. The position combines a client facing receptionist role with a venue Coordination role, helping with facilitation and support of internal events.
6. DUTIES
Duties and responsibilities include:

· Act as the first point of contact by greeting, directing and announcing visitors appropriately. Handling phone and guest enquiries in a friendly and timely manner;
· High level customer liaison, assisting employees, members, volunteers and external stakeholders with general enquiries and the operation of office facilities;
· Manage office opening and closing procedures including switching on computer suite, loading PowerPoint displays and maintaining that reception, meeting rooms, break out spaces and catering areas are clean and tidy;
· Office duties required in preparation of events as well as administration and coordination associated with running a venue successfully i.e. Liaise with catering suppliers for orders, special requests, equipment hire and return;
· Ensure visitors are registered in the visitor management system;
· Liaise with building management for management of building passes, parking and loading dock access for contractors, couriers and caterers;
· Liaise and assist couriers and contractors;

· Management of meeting rooms, event space and catering bookings;
· Sorting, distributing and lodging mail requests for the office;
· Monitor division email correspondence and ensure timely responses are given;

· Organise office processes, workspaces and order office and kitchen supplies and equipment;
· Work in conjunction with managers to ensure complete guest satisfaction;
· Preparation of rooms including furniture and equipment setup and pack down;
· Maintaining ongoing and open communication between organisers, caterers and IT with updates on changes to bookings or room set ups;

· Ensure that the technology in meeting rooms and event space are functioning properly. Timely notification of equipment failure and liaising with IT department regarding AV or conferencing issues where necessary;
· Updating building database with current information;
· Report all building issues to the Facilities Team Leader, and help to coordinate an efficient resolution with minimal disruption to the office;
· Provide support when required with invoicing and general account keeping;
· Ensure stakeholders and employees work in a safe, clean & productive environment;
· Assist with WHSE initiatives;
· Comply with Engineers Australia’s policies and procedures;
· Other duties ad-hoc as required.
7. SKILLS AND EXPERIENCE

· Strong communication and interpersonal skills

· Exceptional level of customer service with a can-do attitude.

· Professional both in appearance and attitude with a strong work ethic.

· Flexibility/ability to work out of business hours is required (such as early mornings, late evenings and sometimes although rare on the weekend)

· Experience in planning and overseeing a range of events

· Knowledge/proficiency of Microsoft office Suite.

· Ability to multi task, work under pressure and within deadlines.

· Self-motivated able to work productively unsupervised.

· Excellent organisational skills, time management and attention to detail.

· Ability to cope calmly under pressure, pleasant and pro-active team player.

8. 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.

9. COMMUNICATION AND RELATIONSHIPS
· The position works closely with the Facilities Team Leader, Facilities Manager and other office team members.

· 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





10. OUR VALUES
11. SELECTION CRITERIA
· Demonstrated initiative and accountability – proactive, self-starter who is efficient, able to organise and prioritise work, garner resources and deliver required outputs whilst tackling multiple tasks.

· Demonstrated attention to detail and numerical accuracy with an excellent work ethic.

· Interpersonal skills – ability to liaise effectively and maintain confidentiality.

· Proven computer skills including good knowledge of Microsoft office suite and an ability to learn new systems. 

· Outstanding verbal and written communications skills.

· Previous Administrative Assistant/ Reception experience desirable.

· Ability to set up rooms for training and events, be able to safely lift and move tables and chairs, move operable walls and signage banners. 

· Flexibility/ability to work out of business hours is required (such as early mornings, late evenings and sometimes although rare on the weekend)
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