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Position Description 
Office Administrator




























Level
Clerks Private Sector Award Level 2

Service Team
Corporate Services

Date
Monday, 1 December 2025
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The Law Society of Western Australia
Level 4, 160 St Georges Terrace, Perth WA 6000  | Postal: PO Box Z5345, Perth WA 6831
Phone: (08) 9324 8600  |  Fax: (08) 9324 8699  | Email: info@lawsocietywa.asn.au  |  Website: lawsocietywa.asn.au
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1. Position Objectives

The Office Administrator provides all-round support for the Law Society’s office functions, including responding to enquiries, assisting with IT and facilities arrangements, and providing reception services when the receptionist is unavailable. The Office Administrator is a friendly, professional, courteous and positive first point of contact for members and visitors to the Law Society of Western Australia.  The role undertakes a range of administrative support functions with particular emphasis on:

· Providing efficient and effective administration support across the organisation as required;
· Responding to telephone and email enquiries from members and the public, assisting them in navigating the Law Society’s systems where possible and triaging enquiries to relevant internal teams; 
· Maintaining the front of house reception in a professional manner when required;
· Assisting with set up and pack down for meetings and events, including technology and catering;
· Assisting with the management of office supplies and general maintenance of office facilities such as the print room, mailroom and staff kitchen;
· Processing daily entries and assisting with basic bookkeeping.



2. Key Requirements of the Position

Skills, Knowledge & Experience:

· Excellent administration and interpersonal skills;
· Professional telephone manner and strong stakeholder engagement skills;
· Enthusiasm for learning new systems and processes, and making suggestions for continuous improvement;
· Enjoyment of meeting new people and working in a team;
· Proven ability to work under pressure, meet deadlines and deal with clients;
· Strong attention to detail and processes to ensure accuracy and completeness of tasks;
· Ability to maintain appropriate follow-up controls to ensure accountability is achieved;
· Well-developed organisational and time management skills;
· Relevant knowledge and proficiency in using Microsoft Office suite including Excel;
· Pro-technology mindset; 
· Proficient in setting up online meetings via Microsoft Teams or Zoom;
· Positive, “can do” attitude with a keenness for problem solving.
· A minimum of 2 years’ experience in a similar role or other environment in which the above skills are required.





3. Key Responsibilities 

Reception (work closely with the receptionist)
· Provide a friendly, efficient and professional front desk reception for the Law Society, from 9.00am to 4.00pm during normal business days when the primary receptionist is not in the office;
· Provide referral information to members of the public regarding the legal services of the Society and its members;
· Respond to emails received across various “frontline” inboxes in a timely manner.

[bookmark: _Hlk212632356]	Administration
Provide general administration support to the organisation as required.  This may include but not be limited to the following; 
· Updating and maintaining the ‘Find a Lawyer’ referral data for the website;
· Answering routine membership, event and CPD enquiries (such as registrations, changes to details, log-in queries etc) by email and phone;
· Data entry into the CRM;
· Assisting with the administration of bulk communications and website updates, under direction;
· Assisting Manager of Finance and Administration with following up overdue payments;
· Undertaking word processing, photocopying, filing and general administrative duties;
· Setting up for meetings, seminars and functions and providing assistance with technology and catering;
· Assisting with office management including:
· Co-ordinating stock of office stationery, including toners and paper;
· Ensuring the Society mail is collected and delivered to Australia Post daily, logged in the system and distributed for action;
· Co-ordinating courier pick-ups and deliveries from the Society;
· Assisting with sales and distribution of Society merchandise;
· Assisting with management of staff kitchen;
· Assisting with secretarial duties as required and directed, including agenda preparation and minute-taking;
· Other reasonable duties as directed.

	Professional Standards Scheme Administration
· Assisting the Professional Standards Coordinator with the administration and processing of Professional Standards Scheme participants;
· Arranging the processing of fee payments;
· Creating and issuing invoices for both scheme and membership fees;
· Routine confirmation letters and reminders;
· Tracking practitioner movements.

	Data Entry and Bookkeeping
· Assisting the Manager Finance and Administration and the accountant with managing all aspects of invoicing and Accounts Receivable function, including membership renewals and debtor management;
· Assisting the Manager Finance and Administration and the accountant with managing all of the Accounts Payable function including processing of invoices and creditor management;
· Processing bank transactions on a daily basis during normal business days; and
· Providing a friendly, efficient and professional accounting department services for the Law Society.

	Facilities
· Assisting the Information and Facilities Manager to arrange general maintenance and repairs;
· Overseeing office facilities, equipment and supplies.



4. Organisational Relationships 

Responsible to:		Manager Finance and Administration

Supervision of:			N/A

Liaison (Internal):		Chief Executive Officer
Director Corporate Services
					Directors
					Staff
					Councillors

Liaison (External):		Members
					Non-members
					Suppliers
					Couriers
					General Public



5. Selection Criteria 

Essential:
· Demonstrated skills, knowledge and experience as set out under 2. Key Requirements of the Position.

Desirable
· Certificate III - Business Administration or similar; 
· Experience in working in a legal or membership-based organisation or environment;
· Experience with email newsletter software (i.e. Campaign Monitor/Mail Chimp) and/or website content management systems (e.g. Word Press).
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