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SENIOR ADMINISTRATION OFFICER – TEMPORARY 
Barnson Pty Ltd is seeking a temporary full time Senior Administration Officer to cover maternity leave.  This integral position provides efficient administrative and secretarial support to our multidisciplinary consulting firm based in Dubbo. Our company provides a friendly team environment, supportive management, and offers great diversity.  

· Reporting to the company director, this role will see you responsible for all facets of administration whilst ensuring deadlines and company standards are met. 

· Your responsibilities will include: 

· General administrative support and clerical duties
· Setting up project folders

· Assisting with the preparation of reports and tender documents 

· Project and client data entry
· Record and distribute meeting minutes
· Filing, document control and archiving on completion
· Mentoring role of Receptionist/Administrative Officer 
To be successful in this role you will possess:-

· A minimum of 5 years administration experience

· Strong work ethics and a great working attitude
· High level written and oral communication skills 

· Strong attention to detail 

· Excellent organisational and time management skills
· Strong problem solving skills
· Advanced Microsoft Office skills such as, Outlook, Word and Excel
· Drivers License
· Basic bookkeeping and MYOB experience would be highly beneficial
If you feel that you meet these requirements and are interested in this position, please email your resume & cover letter to jbleechmore@barnson.com.au or phone Jayne Bleechmore on 1300 138 657 for further information.
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