VOLUNTEER
POSITION
DESCRIPTION

IS THIS YOU?

¢ Demonstrated sensitivity to the issues
of and willingness to work with people
within the LGBTIQ+ communities
including people living with and affected
by HIV, alcohol and drug issues, and/or
mental health issues

¢ Strong organisational, administrative
and customer service skills

¢ Well honed interpersonal skills

¢ Good at multi-tasking

¢ Well-developed computer skills,
especially in Microsoft Office

¢ Good verbal and written
communication skills

WHAT'S IN IT
FOR ME?

¢ Be part of a supportive and friendly
team offering vital services to the
LGBTIQA+ community

e Satisfaction derived from creating a
safe and affirming environment

¢ Gain or consolidate skills in reception
and office administration

¢ Being part of a dynamic and expanding
area with expected growth

ADMINISTRATION ASSISTANT

WHAT WILL
| BE DOING?

¢ Provide warm and welcoming in
person and over the phone reception
service for clients accessing Therapeutic
Services, and the handling of direct
inquiries appropriately

¢ Provide administrative/secretarial
assistance

¢ Undertake word-processing and
database maintenance, including
working with the Manager Therapeutic
Services SA in maintaining
organisational databases

e Determine appropriate stationery
stock, order stationery, and ensure that
adequate stationery supplies are
maintained

¢ Maintain system for booking meeting
rooms, cars, and parking spaces and
monitor demand and usage

IMPORTANT

DETAILS

¢ Reporting to the Manager Therapeutic
Services SA

e Casual hours to be negotiated and
carried out within business hours
Mon-Fri

e |nitially located in Woodville (The
Cottage), with relocation to the CBD
pending

e Drivers license an advantage

e This position may be exposed to
sensitive and potentially distressing
information

* The role requires a high level of
discretion and ensuring the
confidentiality of all client information is
maintained

* REQUIRED: police check, working with
children check, client confidentiality
agreement & volunteer code of conduct

WE ARE A COMMUNITY-CONTROLLED ORGANISATION,
GOVERNED BY OUR MEMBERS, AND WORKING FOR OUR SEX,
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WE ENVISION A HEALTHY FUTURE FOR OUR SEX, SEXUALITY
AND GENDER DIVERSE COMMUNITIES, A FUTURE WITHOUT HIV,

WHERE ALL PEOPLE LIVE WITH DIGNITY AND WELLBEING. SEXUALITY AND GENDER DIVERSE COMMUNITIES
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Program Overview

ADMINISTRATION ASSISTANT

Key Selection Criteria

In Victoria, Thorne Harbour Health (THH) has been providing therapeutic and support
services to the LGBTIQ+ community and people living with HIV and/or hepatitis C for
over 30 years. Services provided include the counselling program, alcohol and other
drugs (AOD) programs, family violence services and capacity building (education and
training).

In 2015, THH partnered with SHINE SA to create South Australian Mobilisation
Empowerment for Sexual Health (SAMESH), a community-based support service
providing education, training and advocacy on sexual health and HIV.

In 2021, THH opened our Alcohol and Other Drugs Service, providing AOD
counselling, case work and peer support to the LGBTIQ+ community in Adelaide. In
2022 we successfully tendered to provide a Specialist LGBTIQ+ Mental health Service,
which will open on 1 July 2023. Both of these services are funded by the Australia
Government through the Adelaide Primary Health Network (AHPN).

The Specialist Mental Health Service and the Alcohol and Other Drugs Service are
co-located, and together make up Thorne Harbour Health Therapeutic Services South
Australia (SA), managed by and reporting to the Manager, Therapeutic Services, SA.

WE ENVISION A HEALTHY FUTURE FOR OUR SEX, SEXUALITY
AND GENDER DIVERSE COMMUNITIES, A FUTURE WITHOUT HIV,
WHERE ALL PEOPLE LIVE WITH DIGNITY AND WELLBEING.
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The Administration Assistant undertakes tasks required to support the work of the
Therapeutic Services teams (MH and AOD). These tasks include but are not limited to
organisational and administrative tasks, communication tasks in person and by
phone, preparing correspondence, word-processing, maintaining contact
management systems, data entry, and reception duties.

e Demonstrated sensitivity to the issues of and willingness to work with people
within the LGBTIQ+ communities including people living with and affected by HIV,
alcohol and drug issues, and/or mental health issues.

¢ Demonstrated ability to provide warm and professional customer service.

¢ Demonstrated organisational and administrative skills.

* Ability to handle a number of tasks at the one time, to prioritise, and to perform
well under pressure.

¢ Good verbal and written communication skills.

e Ability to work relatively independently, to work in a team, and to work with a
goal-oriented approach.

e Demonstrated interpersonal skills.

* Well-developed computer skills, preferably in Microsoft Office. Also,
demonstrated understanding of Information Communications Technologies (ICT).

WE ARE A COMMUNITY-CONTROLLED ORGANISATION,
GOVERNED BY OUR MEMBERS, AND WORKING FOR OUR SEX,
SEXUALITY AND GENDER DIVERSE COMMUNITIES
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