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Mount Eliza Neighbourhood House (MENH) is a neighbourhood house/community centre.  We have 

a growing membership base and provide a range of educational, recreational, information and 

support services to community members.  The MENH is managed by an elected volunteer board of 

governance.  We are funded by the Victorian Government, Australian Government and Mornington 

Peninsula Shire Council.  We are members of the southern region of the Mornington Peninsula 

Neighbourhood House Network and the Association of Neighbourhood Houses and Learning 

Centres. 

KEY RESPONSIBILITIES 
Under the leadership of the Manager, the Centre/Program Support worker will provide a range of 

administration, customer service and support functions.  This will include, but not be limited to: 

Customer Service/Administration 

Reception duties – assisting clients over the phone and in person and providing information as 

appropriate 

General office administration including filing, photocopying, data entry, ordering and purchasing 

supplies 

Receipting and processing course enrolments, venue bookings and membership fees  whilst ensuring 

that MENH procedures are adhered to 

Ensuring electronic records are updated within agreed timeframes including program distribution 

lists 

Following up on membership  fees  and maintaining email database 

Assisting with checking website content and ensuring grammatical accuracy 

Centre and Program Support 
Working as part of a team to assist with presenting the MENH in an appropriate manner and 

ensuring that the needs of the various activities/groups are accommodated.  This includes, but is not 

limited to assisting with: 

- general tidiness of all areas, updating noticeboards and brochures, monitoring supplies 

and sweeping outdoor areas as needed 

- cleaning up any spillages and being actively involved in resolving OH&S issues in 

conjunction with other staff members and  Manager 

- supporting Activity Programs as necessary including set up and pack-up duties so that 

the venue is presented appropriately for the next activity 

- assisting with producing and maintaining house publicity and posters 
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Meetings, Activities and Events 

Assist Manager and Events Coordinator to organise centre events, including: 

- maintaining contact list for these events 

- providing support to Manager in organising 

- maintenance of distribution lists 

- use of social media for promotional purposes  

- processing of payments, class lists and catering for onsite and offsite activities 

 

Organisational Responsibilities 

- Cooperate with Mount Eliza Neighbourhood House in relation to any actions taken to 
comply with the Occupational Health and Safety Act 2004 and ensure that actions taken 
by the employee do not interfere with or place at risk the health, safety or wellbeing of 
the employee or any person in the workplace.  

- Ensure compliance with all Privacy Legislation and treat all information of a personal and 
sensitive nature concerning the business of Mount Eliza Neighbourhood House and 
community in a professional and confidential manner in accordance with the centre’s 
information and records management procedures.  

- Ensure that all Mount Eliza Neighbourhood House policies, procedures, systems and 
work practices are implemented and adhered to, in particular, in human resource 
management, risk management, financial management, governance, procurement, and 
customer service. 

- Act in a professional manner at all times while performing duties for and/or representing 
Mount Eliza Neighbourhood House in accordance with the Staff Code of Conduct. 

 

SELECTION CRITERIA 

Essential 

1. Well developed communication skills  - demonstrated skill and experience in effectively 

communicating both verbally and in writing 

2. Administration skills – proven skills in an environment where high level administration skills 

and attention to detail was essential 

3. I.T. skills  - strong computer skills including use of Microsoft Office Suite, data bases and 

social media 

4. Ability to work as part of a team – demonstrated experience in working as part of an 

effective team 

5. Commitment to delivering excellence in customer service – proven track record in 

delivering excellent internal and external customer service 

6. Ability to work with diverse client groups  - an awareness and understanding of the 

different approaches required in working with diverse client groups 

7. Organisational skills  - demonstrated ability to organise one’s own workload and respond 

appropriately to conflicting priorities 

8. Ability to effectively manage conflict – demonstrated awareness of and commitment to 

diplomacy and handling situations that could escalate in an appropriate manner 



Desirable 

1. Current First Aid Certificate 

2. Food Handling Certificate 

3. Qualifications in a related field 

4. Experience working in a neighbourhood house or not-for-profit organisation 

 

APPLICATION PROCESS 

Applications, addressing the selection criteria, should be sent to manager@mountelizanh.com.au 

Satisfactory Police Check and Working with Children check are essential pre-requisites for successful 

candidate 

For further information please contact Becca Smith, Manager on 9787 8160 

 

 

mailto:manager@mountelizanh.com.au

