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	Position title
	Administration Officer

	Division
	Youth, Families & Community Safety

	Classification
	6.1

	Prepared by
	Ellen Gellis

	Date
	14/04/2026

	Staff reporting to position
	0


Position summary
Tangentyere Council Aboriginal Corporation (TCAC) is a community controlled 
Public Benevolent Institution delivering human services and social enterprise activities for 
the benefit of Aboriginal people from the Alice Springs Town Camps, Urban Alice Springs 
and Central Australia.
Tangentyere Council deliver a range of Youth, Families & Community Safety (YFCS) services across Town Camps and Alice Springs, supporting children, young people, families, and communities through the delivery of daytime and after-hours services focussed on recreation, diversion, out of home care, community safety and family support programs. 
The Administration Officer will provide high-level administrative and secretarial support to the Divisional Manager and the Senior Leadership Team within the YFCS Division. This role is pivotal in driving divisional efficiency by managing complex administrative workflows, proactively ensuring the follow-up of action items, and assisting leaders with internal and external compliance requirements. Serving as a central coordination point, the Administration Officer supports the Manager and Senior Leaders day-to-day operational needs and facilitates tasking to reach divisional objectives.
The successful candidate will be a highly organised professional with excellent communication skills and a solutions-oriented approach. You will possess a sound understanding of the community services sector and at the direction of the Manager, demonstrate flexibly to support work across various program areas to meet evolving divisional priorities. Proficient in the Microsoft Office 365 Suite, you will maintain high quality records and act as a professional point of contact for stakeholders, ensuring all functions are completed with a high degree of accuracy and discretion.
As part of your role, you will be working with children, people with a disability and people who are vulnerable. It is your obligation to always ensure their safety and report any concerns in line with our duty of care obligations. We have zero tolerance when it comes to abuse of any kind and will take disciplinary action, including and up to termination of employment, should we determine that abuse has taken place or there has been a failure to report any suspected or alleged abuse. 
Aboriginal identified applicants are strongly encouraged to apply. 
Responsibilities
· Manage the Divisional Manager’s calendar, travel, and administrative priorities to ensure maximum daily productivity.
· Lead all elements of meeting delivery, from agenda preparation and minute-taking to the systematic tracking of action items.
· Coordinate logistics for divisional training, stakeholder engagements and events.
· Collate and format high-level reports, briefing papers, and submissions to meet compliance standards and deadlines.
· Oversee divisional filing, procurement, and financial processing while improving administrative workflows.
· Assist with achieving quality management objectives across the organisation.
· Assist with achieving safeguarding objectives across the organisation.
· Assist with achieving compliance objectives across the organisation.
· Other reasonable duties as required.
Major Accountabilities
	Accountabilities
	Performance indicators

	Manage the Divisional Manager’s calendar, travel, and administrative priorities to ensure maximum daily productivity.

	Calendar & Email management. 
Development, update and review of key divisional documents and resources. 
Optimising processes to deliver on administrative priorities. 
Gathering quotes and raising purchase orders.
Stocktake of divisional office suppliers and resources.
Manage divisional email inboxes. 
Book travel arrangements. 
Incoming calls. 
Customer service Office spaces are functioning effectively and efficiently. 
Calendars for the Divisional Manager are managed effectively. 
Administrative tasks are prioritised effectively and completed a high standard. 
Correspondence and emails are screened and triaged daily, ensuring urgent matters are escalated immediately.
Financial administrative tasks are completed accurately and on time.
Professional standards are maintained in all interactions, acting as a representative of the Divisional Manager.
Confidentiality is always maintained. 
Office supplies and divisional resources are monitored and replenished to prevent operational delays. 

	Lead all elements of meeting delivery, from agenda preparation and minute-taking to the systematic tracking of action items.

	Booking venues. 
Order catering when required. 
Development of action monitoring systems.
Ensure diaries are up to date with stakeholder engagements. 
Arrange sitting fees when required. 
Liaise with internal and external parties on agreed meeting time.
Minutes prepared, sent to Senior Managers for approval and saved in approved locations. 
Ensure relevant meeting paperwork is saved and sent to meeting attendees.
Ensure catering is ordered and delivered.
Meeting notices, agendas and required papers are developed and distributed a minimum of 48 hours prior to the meeting.
Ensure minutes are distributed within 48 hours.  
Send out electronic meeting invitations when required.

	Coordinate logistics for divisional training, stakeholder engagements and events.

	Book venues or meeting rooms. 
Coordinate relevant briefing requirements with the Leadership team.
Ensure diaries are up to date with stakeholder engagements. 
Send electronic invitation.
Booking travel and training. 
Liaising with internal and external stakeholders. 
Preparing contractor agreements. 
Assist in inter-divisional coordination of tasks and shared spaces. 
Manage Social Media accounts. 
Coordinate relevant program or service information to internal and external stakeholders. 
Engagement briefs are developed in collaboration with program leaders. 
Ensured all logistical arrangements (venues, catering, transport, and equipment) are finalised and confirmed in advance. 
All training materials, agendas, and any stakeholder briefing information is distributed in advance.
Internal and external stakeholders report positive and professional engagement
Ensure all procurement is in line with Council policies and procedures
Demonstrated proactive planning by ensuring activities meet safety, cultural, and accessibility requirements.
Managed Social Media accounts. 

	Collate and format high-level reports, briefing papers, and submissions to meet compliance standards and deadlines.
 
	Collation of information from leadership to develop strong briefing papers. 
Management of divisional key performance indicator tracker, including preparation of data and materials for meetings.
Submissions and proposals are developed and reflect the priorities and feedback of Town Campers and are submitted within deadlines.
Contribution to broader organisational priorities, to support enhancement of cross-organisational relationships to enhance opportunities for clients.
Reporting is accurate and submitted on time.
Controlled documents including procedures, marketing collateral and other documents are kept up to date.

	Assist with achieving safeguarding objectives across the organisation.
	Report any concerns or suspicions of abuse of children, people with a disability or vulnerable peoples in line with duty of care and mandatory reporting obligations.

	Assist with achieving compliance objectives across the organisation.
	Maintain own records and manage Employment Hero compliance for staff, where applicable.
Maintain current certifications (Driver’s Licence, Working with Children (Ochre Card), Police Check, and where relevant, RN Registration, White Card and First Aid Certificate etc.) and upload evidence in Employment Hero.
Complete probation reviews (6, 12 and 22 weeks) within the approved timeframe.
Read and acknowledge all relevant policies in Employment Hero.

	Other reasonable duties as required.

	The candidate will be required to perform other duties as required.
Additional tasks that may arise from time to time are completed within the required timeframe and to a suitable standard.
Worked as a team to provide a safe and collaborative environment. 
Actively participate in weekly team meetings and fortnightly supervision.
Attendance and coordination of interagency meetings, relevant events, and forums.


Relationships
Internal
	Youth, Families & Community Safety Division 
	Community Centre Division 

	Family Violence Prevention Division 
	Social Services Division 

	Office of the Chief Executive 
	Tangentyere Employment Services 

	HR 
	Quality 

	Finance 
	IT 

	WHS 
	Fleet 

	Tangentyere Design 
	Tangentyere Constructions 

	Local Decision-Making 
	Central Australian Youth Link Up Service 


External
	Youth Sector including other Youth Service providers
Department of Education
Department of People, Sport & Culture
Police
Department of Children and Families
Department of Housing, Local Government & Community Development
	Department of Chief Minister and Cabinet
Schools
Gap Youth & Community Centre
Employment Services
National Indigenous Australians Agency
Local businesses


Competencies
Tangentyere core competencies
Commitment
Teamwork
Communication
WHS
Cultural Awareness

Qualifications and Selection Criteria
Required
Demonstrated high-level interpersonal, written, and oral communication skills, with the ability to prepare professional correspondence in plain English and interact with diverse stakeholders.
Proven ability to maintain a high standard of professionalism, exercise sound judgment, and strictly uphold confidentiality when handling sensitive information.
Proven organisational and time-management skills, including the ability to set priorities, work under pressure to meet deadlines, and perform effectively with minimal supervision.
Extensive experience providing administrative support using Microsoft Office Suite (Word, Excel, Outlook) and a demonstrated commitment to using information technology to drive divisional efficiency.
Demonstrated experience in the management of meetings, including coordinating logistics, drafting agendas, and producing accurate, high-quality minutes.
Demonstrated ability to coordinate logistics for divisional training, stakeholder engagements, and large-scale events, ensuring all professional and operational requirements are met.
Experience in managing high level priorities and tracking action items to ensure divisional goals and reporting deadlines across a leadership team.
Current NT Drivers Licence, Ochre Card and Current Satisfactory Police Check
Desired
Certificate in Office Management, post-secondary qualification, or 5 years administration experience
Previous experience in the Northern Territory and/or Central Australian context.
An understanding of Aboriginal culture as well as a broad range of contemporary issues affecting Central Australian Aboriginal people.
Current First Aid Certificate, or ability and willingness to attain.
Verification
This section verifies that the position holder and the manager have read the attached position description and are satisfied that it accurately describes the position.
Position holder
	Name
	

	Date effective
	

	Signature
	


Manager
	Name
	

	Date effective
	

	Signature
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