FRIENDS of GEELONG BOTANIC GARDENS INC.

ABN: 21 699 253 561 INC NO. A13509G

VACANCY

Administration Officer (part time — potential 10 hours per week)

We are looking for a highly competent, experienced, self-motivated person to work with
Committee as a member of our office team to facilitate, coordinate and administer our
activities and office functions. This position does require working effectively and
cooperatively with another staff member, members and volunteers of the Friends, the
public and other agencies.

The suitable candidate will be able to take initiative, resolve problems and act professionally
to all situations. They must have sound communication skills. A high level of computer
competence is required including Microsoft Office, accounting software and TidyHQ.
Experience in the following areas is desirable: marketing, promotion, desktop publishing,
office administration, membership development, and organisational planning skills. Training
may be available.

Our office staff report to the Committee of the Friends of Geelong Botanic Gardens
(volunteer members). Our office is based in the Geelong Botanic Gardens, where the
successful candidate would work. The office is open 9.30 — 1.30 each day. Our organisation
has a range of activities including the Geelong Botanic Art School, events, plant nursery,
library, newsletter, volunteering within the Gardens, marketing, promotion, membership
development etc.

Position Description available from our office: info@friendsgbg.org.au

Applications close: Friday 19 December 2025
Position commences: Monday 2 February 20269
Address: P.0. Box 235, Geelong VIC 3220 info@friendsgbg.org.au

Phone: (03) 5229 0071 www.friendsgbg.org.au
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