RMCG

Administration Officer

Camberwell — Full time

WORKING WITH RMCG

RMCG is a thriving environmental and agricultural consultancy business with nearly 50 professional staffing
across offices in Bendigo, Melbourne, Torquay, Tasmania and New South Wales.

RMCG consults on a range of environmental, social and agricultural issues. We are a dynamic team with skills in
community development, natural resource management, economics, social research, recycled water and waste
management, integrated water management, strategic planning, agribusiness.

RMCG is a great place to work. We offer stimulating and satisfying work, career progression, flexible working
arrangements and a friendly, supportive working environment. We are committed to achieving a diverse team and
strongly encourage applications from Aboriginal and Torres Strait Islander people, people from culturally diverse
backgrounds and people with disabilities.

WHAT WE ARE LOOKING FOR

RMCG is looking for a highly capable Administration Officer to work within the Business Support Team to provide
cross-business support and administrative assistance to the business. You will need to have attention to detail,
good communication skills and be self-motivated, yet team focussed.

QUALIFICATION REQUIREMENTS

A relevant qualification and/or administration work experience is required.

KEY SELECTION CRITERIA

Please directly address the following criteria in your application:

=  Strong attention to detail

= Great communication and organisational skills

= High competency in the Microsoft office (particularly Word and Excel) and Adobe suites
= Experience working in a high pressure work environment

=  Be self-motivated, yet team focused

=  Ability to work to deadlines and multi task

=  Friendly, positive and enthusiastic can do attitude

OTHER DUTIES

= Maintain a general understanding of the Quality Management System and carry out duties and
responsibilities in accordance with relevant quality management processes and procedures

= Contribute ideas and abilities to further business development of RMCG

= Contribute to the maintenance of a harmonious and pleasant working environment
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ADDITIONAL INFORMATION

=  We place a strong emphasis on achieving a balance between work and the rest of life and we can offer a

flexible approach to work management.

= We offer exceptional conditions including lunches, paid parental leave, income protection insurance and staff

profit share.

SALARY PACKAGE

The remuneration package for the position will be negotiated with the preferred applicant, but the package

(including super) will range from $52,700 to $65,700.

APPLICATIONS

To be considered for this role, applicants must provide the
following:

= A cover letter that clearly sets out how your qualifications
and/or personal skills and experience meet our selection
criteria

= A CV (no more than 3 pages) listing qualifications, previous
experience and the names of two referees.

CLOSING DATE

Friday 25" January 2019
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ENQUIRIES

Enquiries are welcome and are to be directed to:
Mandy Mcintosh

Business Manager

(03) 5441 4821/ 0438 532 110

APPLICATIONS

Applications should be sent to:
mandym@rmcg.com.au



