Centre Coordinator - Downer Community Centre

The Downer Community Association is seeking a friendly, organised local resident to join us as
our Centre Coordinator.

This flexible, part-time role is ideal for someone who enjoys working independently, has excellent
communication and organisational skills, and would like to make a positive contribution to the
Downer community.

Position details

$36 per hour, 10 hours per week (workload varies with busy and quiet periods throughout
the year)

Flexible, self-managed working hours

Majority of the role is undertaken remotely

Key responsibilities

Respond to telephone and email enquiries from current and prospective hirers.

Manage hall bookings through the SpacetoCo booking system, including processing
casual bookings, communicating with regular hirers and overseeing the booking calendar.

Conduct tours of the centre for prospective hirers and coordinate key collection.

Undertake regular checks of the halls to ensure facilities have been reset appropriately
and liaise with the centre cleaner as required.

Manage the centre's advertising and community noticeboards.
Respond to hiring, maintenance and other operational issues as they arise.
Monitor payments, issue receipts and maintain accurate financial records.

Attend the monthly Downer Community Association meeting and provide an update on
centre operations.

We're looking for someone who is reliable, approachable and comfortable using online systems.
An ability to work independently, manage competing priorities and provide excellent customer
service is essential.

If you're looking for a rewarding, flexible role that helps support a vibrant local community, we'd
love to hear from you.

If interested, please contact:

Amit at property@dca.asn.au or Amy at info@dca.asn.au
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