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Murray Valley Aboriginal Cooperative was established in 1974 with a clear vision to provide Health, Housing and Child Care / Education to our Community. MVAC is now the largest service provider in Robinvale and welcomes you to apply for this position. 

MVAC is committed to Safety and through compliance to our Standards we strive to embed this commitment throughout the organisation. Compliance to these standards is a mandatory requirement for all staff members.

This Position Description provides our employees with specific role expectations and functions. The roles and responsibilities reflect our values and ensure accountability towards the achievement of our values and mission. 

We are a flexible organisation and as such we expect individual roles will change over time, and position descriptions will change with them. Position descriptions need to evolve and continue to be correctly classified as these changes occur. The duties and responsibilities outlined should not be considered definitive. 


	Position Title 
	Receptionist

	Position Number
	

	Cost Centre
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	Senior or Middle Management, Team Member
	Casual Team Member 

	Classification – Full or Part-time (%) or casual
	Casual
No ongoing commitment – this is a casual position with no guarantee of regular, ongoing hours.

	Scope and Purpose of Position
	Casual Reception and Administrative Tasks. This role supports MVAC with the team with reception focused duties on a flexible, hourly basis. To provide support as-needed during staff shortages. The Receptionist provides front‑of‑house and administrative support for the MVAC Family and Community Services, and, Social Emotional Wellbeing team, ensuring all clients and visitors are warmly welcomed and assisted in a culturally safe and respectful way. The receptionist supports smooth day‑to‑day operations by answering the phones, being a welcoming friendly face, facilitating access to appointments and workers, providing simple help-seeking assistance and completing general reception tasks. The position is supervised by the Manager Social Emotional Wellbeing and a key inclusion of the Social Emotional Wellbeing team, ensuring that positivity, compassionate listening and respectful role modelling is maintained.

	Contractual Employment Period   
	N/A for a casual position


	Time Fraction Per Week
	Each engagement is a separate engagement and ongoing work and hours of work is NOT guaranteed.
This position is front of house and each engagement will be between the hours of
9:00am – 4:00pm.
Breaks: 
· 1-hour unpaid meal break if working for more than 5 hours. 
· 10 minutes each for morning and afternoon tea if working for every 4 hours. 


	Award
	Social, Community, Home Care and Disability Services Industry Award (SCHCADS) 2010

	Child Safety
	MVAC aims to ensure the safety and well-being of children and youth throughout our organisation in line with current Child Safety Standards. In order to achieve this, MVAC has implemented all necessary legislation, regulations and guidelines pertaining to child safety at all levels of operation through policies and procedures.
Management Responsibility:
Prioritises the safety and wellbeing of children to your staff.
Regularly review the 11 standards at staff meeting level.
Staff and Volunteers Responsibility:
Prioritises child safety.
Implement the Child Safety and welling policies.
Speak up about child safety.

	Salary or Compensation Rate (including superannuation)
	Casual - Level 1
Casual loading is paid in lieu of entitlements.

	Salary Packaging 
	Not available

	Required Pre-Employment Conditions or Screening Checks







Mandatory training 



	All MVAC employees, prior to any appointment, are required to obtain or hold a current police check (no older than three months before application) and maintain:
·  A Working with Children Check.  For more information: www.justice.vic.gov.au/workingwithchildren/
· Current unrestricted manual drivers’ licence
· Police Check (current, no more than three-months before application)
· Current First Aid Certificate (code finishing in 0003 or greater)

Note: MVAC will assist all employees during their term of employment to hold a current status or stay current for above conditions.

The following must be completed in the first 3 months of employment:
· Child Safety Training
· MVAC Code of Conduct
· MVAC Feedback and Complaints
· Work, Health and Safety
· Smoking, Vaping, Drug and Alcohol-free Policy training
· MARAM 
· First Aid Certificate (code finishing in 0003 or greater), 



	Primary Position Location
	MVAC Offices, 87 Latje Road, Robinvale

	Secondary Locations (If any)
	Not applicable

	Probation Period
	Not applicable

	Performance Review Timing
	Not applicable

	Direct Performance Reviewer
	Not applicable

	End of Contract Conditions
	Not applicable

	Primary Legislation Position Operates Under
	Fair Work Act 2009 (Cth)
Australian Human Rights Commission Act 1986 (Cth)
Racial Discrimination Act 1975 (Cth)
Sex Discrimination Act 1984 (Cth)
Occupational Health and Safety Act 2004 (Vic)
Occupational Health and Safety Regulations 2017
Worker Screening Act 2020 (Vic)
Child Wellbeing and Safety Act 2005

	Secondary Legislation or Polices Position Operates Under 
	State and Federal Child Safety Standards


	Key Internal Relationships 
	MVAC Social Emotional Wellbeing
Coordinator: Time Out Service; Elder Care Support
Counsellor
Manager Family Services
MVAC Family and Community Services team
MVAC Administration team

	Key External Relationships
	Community members
Clients
Stakeholders
Organisational visitors
Community networks and local organisations

	Key Responsibilities
	Greeting and welcoming clients and visitors, providing information about MVAC Family and Community services, and ensuring the waiting area feels safe and respectful for Aboriginal community members and all visitors.
Managing client arrivals and departures, including checking and updating personal details where necessary, supporting access to staff, negotiating requests and available supports, simple situational problem-solving, reassuring and calming distressed community members as they await their key workers, role modelling calm and compassionate presence. 
Answering and directing phone calls, booking and rescheduling appointments for Family and Community service staff, and passing on messages in a timely manner.
Record keeping, maintaining call log and visitor register
Routinely check reception area for cleanliness
Routine checklists for monitoring Work, Health and Safety
Monitoring the waiting area and communicating with service staff when there are urgent or vulnerable community members (e.g. elders, children, distressed clients) seeking support.
Supporting ease of flow for community services, sharing information about upcoming community events, gatherings, opportunities and local resources and letting clients know about pick‑up times and meeting areas where relevant.
Maintaining a tidy, safe reception and waiting area, including simple cleaning of high‑touch areas (e.g. toys, chairs, counters) in line with infection control and workplace safety requirements.​
Assisting with general administrative duties such as mail, photocopying, basic data entry, printing, and contributing to quality improvement activities when requested.
Complying with, and stay current with any Work, Health and Safety regulations affecting the operations and accreditation of MVAC and its staff.
Order and coordinate the delivery of stationary or other Family and Community Service resources
Work in collaboration and with due respect, all leadership and support staff
Follow any lawful instructions or requests for additional relevant duties from the Family and Community services teams.
Maintain observable compliance with Child Safety Standards including behaviour and communication practices suited to caring for the safety of minors and vulnerable people
Support team to prepare spaces and maintain acceptable level of cleanliness for clients, visitors, community and stakeholder meetings.


	Key Selection Criteria
	Understanding of and respect for Aboriginal and Torres Strait Islander cultures and the role of Aboriginal Community Controlled Organisations, with a commitment to culturally safe, non‑judgemental customer service.
Previous experience in a reception, customer service or administrative role, preferably in a health or community setting, with the ability to manage a busy front desk.
Good communication and interpersonal skills, including clear and respectful verbal and written communication with clients, families, Elders and staff.
Basic to intermediate computer skills, with the ability to learn client-record and booking systems, use email and standard office software, and accurately enter and update client information.
Strong organisational skills, including the ability to manage competing demands, maintain confidentiality, and follow MVAC policies and procedures.
Ability to work as part of a team, show reliability and flexibility with hours where required, and hold (or readiness to obtain) a Working With Children Check, police check and relevant vaccinations in line with MVAC policy.


	Key Challenges within the position
	Prioritising self-care and recognising the signs of burn out and vicarious trauma
Maintaining safe boundaries and managing personal and professional boundaries
Working within scope of the position
Cultural load
Clients under stress

	Essential Personal Qualities 
	Being well-presented, friendly, and courteous 
Honesty and personal and professional integrity
Respect for diversity, lived experience, and service to community 

	Random Drug and Alcohol Testing 
	MVAC has a policy on the usage of drugs and alcohol, and especially in the areas of family / counselling, childcare and health practice services, and therefore management has a right to conduct random drug and alcohol testing, as needed or directed by either MVAC CEO or MVAC Board.

	Privacy Requirements
	All successful applicants will be required to acknowledge the existence and
daily application of the MVAC Privacy and Confidentiality Policy which have been developed in-line with the Privacy Act 1988 (Cth) https://www.oaic.gov.au/privacy/australian-privacy-principles/

	Disclosure of Information on Pre-existing Injuries or Conditions
	There is an obligation on all applicants to fully disclose, either in application and/or at interview, any prior or present medically related injuries or conditions that could have a bearing on their ability to perform the duties and responsibilities of the position, as outlined in this Position Description, or potentially expose the employer to increased workplace-related liability in the future (see primary risk exposure section for guidance). Such information cannot be used by MVAC to discriminate the applicant in their consideration for suitability for the position,  nor once employed in any performance reviews or promotion considerations https://www.ag.gov.au/rights-and-protections/human-rights-and-anti-discrimination/australias-anti-discrimination-law


	Continuous Professional Development (CPD)
	MVAC is a strong and active supporter of all employees undertaking opportunities to further enhance their professional, and personal skills and abilities within their area of employment. This development will be identified through the supervision process with the immediate line manager.
MVAC may provide this support through the conduct of internally or external managed workshops.  

	Any Other Information
	Murray Valley Aboriginal Co-Operative Ltd (MVAC) is an Equal Opportunity Employer. 
Selection will be based on assessing demonstrated performance of the skills, knowledge behaviours and other qualifications relevant to the position.
Aboriginal people are strongly encouraged to apply.
MVAC reserves the right not to appoint.
MVAC is committed to continuous quality and service delivery Improvement and would expect all employees to work with and within these improvements systems.
MVAC, its buildings and grounds are ‘smoke, alcohol, vape and e-cigarette free’.

	Contact Persons for Further Information
	
Social Wellbeing Manager, Pauline Ugle
E: pauline.ugle@mvac.org.au
P: 1800 966 111



	Position Responsible for Position Description Review, and when.
	
Executive Director of Programs
31 March 2029

	
Key MVAC Governance Issues


	Our Vision: Cultural Strength and Independence
We want to further develop a strong cultural foundation for current and future generations of Indigenous people with programs that improve existing standards of Aboriginal housing, Aboriginal jobs, Indigenous welfare, and Indigenous education.
Our Mission: Improving the Lives of Aboriginals
We aim to provide services that are beneficial to, and consistent with, the core values of
Aboriginality. We encourage community collaboration and contribution to Indigenous assistance
programs, and actively promote Aboriginal cultural and family values.

Everything MVAC offers or provides is founded on:
· Respect and support for the values of the Aboriginal Community
· Honesty and integrity
· Transparency, accountability and fairness in our decision making
· Professional, reliable and timely service delivery’
· Valuing our staff and provision of a diverse and supportive workplace
· Displaying cultural strength and awareness

Furthermore, MVAC is committed to improving the health and welfare of Aboriginal people in
Robinvale and Murray Valley districts, by providing information and access to culturally appropriate
support services and programs for health care, child care, aged care, housing, employment and legal
matters https://www.mvac.org.au/

Lastly, MVAC actively supports and embodies, on a daily basis, within all polices, practices and
community relationships the five governing principles promoted by Reconciliation Australia in its
mission statement ‘At its heart, reconciliation is about strengthening relationships between
Aboriginal and Torres Strait Islander peoples and non-Indigenous peoples, for the benefit of all

Australians’ https://www.reconciliation.org.au/what-is-reconciliation/



	Signature of Employee (once contract has been signed
	


	Name printed
	


	Date
	


	Witness Name printed
	


	Signature
	


	Date
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