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Youth Advocacy Centre Inc 
Level 4, 16 Peel Street South Brisbane, QLD 4101 

admin@yac.net.au 
07 3356 1002 

 

 

Administration Assistant  

Brisbane based 

 

YAC values diversity in all its forms and welcomes applications from Aboriginal and/or Torres Strait Islander people; 

those from ethnically diverse communities; people with disability; and LGBTIQ+ persons. 

YAC’s mission is to support and advocate for young people by empowering them with services and resources and 

encouraging positive systemic change across Queensland.  

 

Position overview 

Award Social, Community, Home Care and Disability Services (SCHCADS) Award – Level 3 

Position summary  
The Administration Assistant provides office-based support, helping clients and prospective 

clients access social welfare services suited to their needs. This role involves direct contact 

with young people and families facing complex challenges. YAC is committed to staff wellbeing 

and ensures access to appropriate support as required.  

Hours / Term Part Time (flexible either 3 or 4 days) - Fixed term contract until 30th November 2026  

Reporting This position reports to the Operations Manager  

Role and responsibilities 

Administration 

Support 

• Monitor multiple email accounts and respond promptly 

• Manage reception area including office security, resources, and maintaining a clean, 

welcoming, and professional environment 

• Provide administrative support as requested 

• Support program administration, data recording, reporting, and minute taking 

• Organise meetings and manage filing systems (hard copy and digital), including 

formatting, version control, archiving, and mail/courier coordination 

• Enter referral data into databases (SRS, ActionStep) 

• Provide backup support for Operations and Legal Admin Officers as required 

• Support internal communications  

• Support event coordination, supplier liaison, and general office tasks 

• Serve as the first point of contact for clients, sector stakeholders, and service 

providers 

• Manage incoming calls: answer, transfer, take messages, and record detailed caller 

information to support intake processes 

• Assist with client suitability assessments and triage within YAC 

• Assist intake for eligible clients, liaise with program staff, and provide 

information/referrals for ineligible clients 

• Assist in managing resource allocations e.g. car and room bookings 

 



   

 

Version 1 Date approved 3/09/2026 Page 2 

 

The successful candidate will have the following: 

Prerequisites 

1. Certificate II or III in Business Administration (desirable but not essential) and minimum 2 year’s experience 
reception and administration/business support 

2. Positive Queensland Working with Children Check (“Blue Card”) or willingness to acquire 

3. Australian citizenship or permanent residency 

 

Essential 

4. Proven experience in reception and office administration systems/processes Strong interpersonal and 
communication skills, with the ability to build trust and work collaboratively across all levels of an organisation. 

5. Advanced skills in Microsoft 365, Adobe Suite, cloud systems, and database management/reporting.  

6. Strong organisational and time management skills; ability to plan, prioritise, and perform under pressure  

7. Skilled in conflict resolution, complaint handling, and de-escalation with distressed individuals  

8. Ability to identify and help resolve administrative and systems inefficiencies  

9. Strong written and verbal communication; able to liaise sensitively with diverse individuals  

10. Ability to work independently and collaboratively within a team  

11. Commitment to YAC’s philosophy, values, and social justice principles  

Additional Information for Applicants: 

Employee Benefits 

YAC is a highly regarded organisation that makes a real difference to the lives of vulnerable children. YAC is 

committed to a safe and supportive work culture that promotes best practice. YAC offers: 

• Flexible work arrangements to support work / life balance, making the role ideal for parents, caregivers or 
those pursuing further studies. 

• Recognition and support for cultural leave and Sorry Business. 

• Additional wellbeing leave (4 days per year) to support worker health and wellbeing and up to 4 days 
additional leave between Boxing Day and New Year’s Day. 

• Generous provisions for professional development, training and supervision. 

• Access to free confidential support and counselling, through an Employee Assistance Program (EAP).  

Vision 

All young people in Queensland are empowered to overcome adversity and enjoy fulfilling lives.  

Values  

• Young person centred 

• Professional and committed 

• Vocal, frank and fearless 

• Rights-based  

Philosophy 

Our philosophy is to engage honestly with young people, listen to them, and allow them to be at the centre of their 
own decision-making. We adhere unconditionally to the UN Convention on the Rights of the Child and promote 
community support for children’s rights. We work respectfully as a team and with external stakeholders towards our 
mission.  
For more detail about YAC and its programs, please see the Annual Report here. 

 

https://yac.net.au/governance/

