Position information

Position title Business Administration Trainee

Department Port Management

Location Albany, Bunbury, Esperance or Perth

Enterprise Agreement Administration and Specialist Services Agreement
Classification Level 1

About Southern Ports
Strong regional ports, strong regions.

Southern Ports is more than just a trade facilitator. We’re a solutions company that connects regional
strengths to global opportunities.

Working across four sites in Albany, Bunbury, Esperance and Perth, we play a pivotalrole in
facilitating global trade and logistics through our three gateway ports.

Guided by our vision of strong regional ports, strong regions, our four strategic pillars drive trade and
economic prosperity, fosters regional growth, and creates a more connected future.

Proactive High Enduring Connection
trade performance value and future
facilitation organisation focus

To drive trade facilitation, working To build an agile, future-focused culture that To create enduring value for our communities To forge opportunities for connection
collaboratively with customers and values workplace safety, equity, diversity and and positively impact our regions through and drive business excellence through
partners, inclusivity; enhances employee experience trust, engagement and the protection of innovation, fechnology, and forward-
and engagement; and engages heritage and the environment. thinking strategies.
best-in-class systems and processes.

What we believe

At Southern Ports, we are guided by core beliefs that define who we are and what we stand for. Our
employees are required to demonstrate behaviour, actions and attitudes that align with our Values:
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Position summary

Reporting to the General Manager, the Business Administration Trainee’s accountabilities and
functions will include direct support to the Southern Ports Regional Manager and Office Coordinator
and provide a central administrative support to the broader organisation while completing on the job
training in Certificate Ill or IV Business Administration.

The Business Administration Trainee will be supported in performing the following activities;
reception, diary and calendar management, communications support, training and development
support, general office administration and limited leave support, record management, organisation
activity planning and document development.

All business activities of this role are in line with Southern Ports’ mission, vision and corporate

values.

Key relationships

Internal

Local and SPA Senior Management Support to the key leaders including local leadership, ELT and
Board members as required, with office and administration

support.

Other Departments Support to SPA support functions with data entry, general office
and administration support.

Line Manager Provide guidance and support as needed day to day. Provide an

initial response to queries, identify needs, communicate
services and standards, escalate or resolve issues.

Communications Team Liaise with Communications team with planning required to
execute organisational events, SPA wide initiatives and
community support initiatives at a local level.

External

Port Users Receive and clarify guidance and instructions and report on
progress against work plans. Record and produce meeting
minutes. Escalate and discuss issues with line manager.

Visitors Plan and organise visitors to site, address external enquiries or
forward to line manager, provide front of house reception.

Key accountabilities
Accountability Major activities
Administration Support e Provide reception support, greet visitors, provide
information or redirect to relevant position.
e Answer telephone calls providing assistance as required.
e Provide administration support to Port operational
departments when required.
o Receipt payment of invoices.
e Submit requisition orders as required.
e Collect, register and distribute incoming daily mail;
coordinate outgoing daily mail.
e Provide word processing and document preparation as
requested.
e Arrange visitor passes, appropriate PPE, and security
clearances as required.
e Provide administration support, in relation to diary and
calendar management.
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e Maintain adequate stationery supplies and maintain
kitchen supplies and general housekeeping.
Communications Support e Assistin the organisation of Southern Ports Esperance
functions and events.
e Assistinrespondingto correspondence.
e Assistinrespondingto verbal and written enquiries
relating to Southern Ports Esperance.

Additional Duties e Provide coverage during absence of general office staff;
and
e Other duties and projects as required by the General
Manager.

Selection criteria
Essential

e Completion of Year 10

e Excellent communication

e Good organisational skills

e Good time management skills

e Willingness to listen and learn

e Willingness to undertake formal studies
Desirable

e Completion of Year 12

e Working toward a Business Admin qualification
e Familiarity with MS Office package
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