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Customer Service Officer
Reporting to:         Site Manager
Supervisory Duties: Nil
Position Objective
To be responsible for front of house site operations, and to provide efficient and effective administrative support at a site level.

Job Responsibilities
· Liaise with internal and external customers in a prompt, courteous and effective manner, ensuring a high level of customer service is provided.
· Assist in managing the site diary and calendar.
· Answer the phone and attend to customers who attend the site, providing helpful, friendly and caring service.
· Maintenance of site administration including, but not limited to, maintaining various registers, stationery levels, , amenities orders made promptly and ensuring site scanning is completed.
· Provide support through accurate record keeping by case noting each customer contact and delivering messages accurately and in a timely manner.
· Support with report preparation and other information to management as directed.
· Support site staff with administrative tasks to support the servicing of customers, including preparing resumes, job applications, referrals to activities and other job search activities.
· Ensure administration requirements are accurate and up to date within reasonable timeframes.
· Work with other functions/roles within the Workskil Australia team to maximise placements and outcomes.
· Ensure the delivery of the service and interactions with stakeholders is positive, professional, and in line with Workskil Australia Values, Code of Conduct, policies and procedures.
· [bookmark: _Hlk88639197]Adhere to the Integrated Management System and assist with continuous improvement activities.


Qualifications, Skills and Experience
· [bookmark: _Hlk88637648]Skills – Excellent administration skills and ability to use the Microsoft Office suite (Word, Excel and PowerPoint) and ability to type (minimum 30 words per minute).
· Skills – Strong interpersonal, written and verbal communication skills.
· Experience – Sound knowledge of the local labour market.
· Experience – Demonstrated understanding of barriers to employment for disadvantaged individuals and Communities.
· Experience - Experience working effectively with a culturally diverse range of people
· Experience – Demonstrated understanding of case management framework.
· Experience – Sales and customer service experience.
· Experience – Basic understanding of WHS Responsibilities.

Desirable Requirements
· Qualifications – Minimum Certificate IV in Employment Services or Career Development. 
· Qualifications – Qualifications in Administration, Customer Service or a relevant area.
· Experience –Experience in the Employment Services Industry.

Employment Conditions
· Contract of Employment as per Workskil Australia’s usual terms and conditions. 
· Appointment will be subject to a satisfactory Australian Federal Police Clearance, Bankruptcy and Disqualified Director Checks, Working with Children Check (for relevant State of Operation) and other checks as required.
· Comply with Workskil Australia’s Code of Conduct, Integrated Management System and Policies.
· Must not have been terminated from a previous position because of conduct relation to employment services provided to the Commonwealth.
· Must not have had access to the IT Systems of the Department of Education, Skills and Employment terminated.
· Where a program or third party mandates a medical vaccination for service delivery or attendance requirements, this role will be subject to such a vaccination requirement as a condition of employment.
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