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Position Description
Business Administration Assistant

Reporting to: General Manager

Salary: $35-40 per hour (based on $70,000-80,000 full time equivalent)
Hours: 8-10 hours (can be spread over multiple days)
Location: Work from home

Start date: 1 July 2026

About Wetland Revival Trust

Wetland Revival Trust (WRT) is a not-for-profit environmental charity working to restore wetlands in the southern
Murray Darling Basin across North Central Victoria and southern NSW. Our work involves ecological assessment
and restoration planning as well as practical revegetation and land management to create and improve habitat for
wetland species. We prioritise involving Traditional Owners in on-country restoration activities. Our company
philosophy and commitment to ethical and sustainable practices are outlined on our website,
wetlandrevivaltrust.org.

Position Overview:

Wetland Revival Trust (WRT) is seeking a Business Administration Assistant to assist with the effective management
of the organisation. The position works closely with the Director and General Manager and provides general
support across many business issues, but primarily in OH&S, finance, document management and fieldwork
support.

The role includes tasks such as the maintenance of information in the financial program Xero, tracking OH&S
performance, maintaining policies and procedures, banking, some HR activities, and general administration. This
role provides an opportunity for an individual passionate about environmental outcomes to contribute their
business and administration skills to an important cause.

This role will suit a highly organised individual who has excellent attention to detail, loves a task list and enjoys
keeping accurate records. The 8-10 hours per week can be split over multiple days, which could suit someone who
wants to keep flexibility in their life but still wishes to stay active in the workforce.

Job Responsibilities

Main Duties/Responsibilities

1. Administration
e Support the development and implementation of organisational processes and policies
e Assist with HR functions and maintain staff records
e Maintain and improve the online filing system in Sharepoint




e Provide support for organisational training, meetings and functions

e Manage the administration aspects of field projects

e Support the implementation of educational courses

e Monitor the WRT ‘admin’ email account and respond to/forward queries in a timely manner
e Provide administrative support to the Directors and other staff as required

2. Field Assistance
e Administrative assistance with project scheduling
. Administer new projects (documentation, accounting, contracts)
. Maintain project information
3. Financial
e  Collect and maintain relevant information to support the management of project expenses and invoicing.
e Upload invoices and receipts using Hubdoc
e Allocate costs to appropriate projects in Xero
e Upload banking batches as instructed by accounts
e  Support payments as instructed by accounts

4. Safety
e  Provide administration support to the Wetland Revival OH&S system
e  Coordinate and update OH&S documents for field staff
e  Contribute to the development of policies and procedures
e Ensure suitable PPE (personal protective equipment) are available for staff as required

5. Culture
e Help staff meet all WRT policies
e Positively contribute to the teams’ overall goals and ambitions
e  Provide constructive feedback, communicate with honesty and empathy
e  Build long-lasting relationships, founded on trust and respect

Skills, knowledge and experience

Required skills, knowledge and experience
e Demonstrated experience of 3+ years in business administration, executive assistance, secretarial work,
bookkeeping or a similar position
e  Excellent organisational, administrative, time management skills and attention to detail
e  Ability to work well with others and autonomously, effectively managing tasks and workload
e High level computer skills — MS Sharepoint, MS Planner, Microsoft Windows, Outlook, Word, Excel
e Previous experience in the use of Xero accounting software
Desirable
e Anunderstanding of ecological field work, particularly safety issues.
e Knowledge of issues pertaining to First Nations rights and self-determination
e Experience working in the not-for-profit sector




