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Wanted: Office Coordinator and Executive Assistant 
 
Are you looking for a role where you have autonomy, breadth and depth in your work, a 
fast paced and dynamic environment where you can use your skills to make a difference? 
 
Would you like to work in a cross between a start-up and a not-for-profit, working for a 
highly regarded Founder/CEO with a strongly motivated team? 
 
If you have a can-do attitude, if you’d love to work in a bright, committed team to achieve 
big goals, if you consider yourself to be pro-active and organised, we would like to talk to 
you. 
 
This role reports to the Chief Executive Officer. We are based in the Sydney CBD.  
 
Salary: $45,000 plus super, full time. NB School for Life is a Public Benevolent Institution 
and staff have access to fringe benefits. 
 
Snapshot of School for Life: 
 
School for Life Foundation (SFL) is a non-profit organisation working in rural Uganda. We 
build holistic education models to empower communities to help themselves.  
 
To date we have raised more than A$4 million and mobilised the support of thousands of 
people around the world who have helped us: 

 Build 3 schools and educate 680 students annually; 
 Employ more than 120 adults as managers, teachers, construction workers, cooks 

and support staff; 
 Provide 3 nutritious meals a day for all our staff and students; 
 Provide clean drinking water sources (tanks and boreholes) to 2 rural 

communities;  
 Provide 2 health clinics with full-time nurses to treat students and staff, decreasing 

absenteeism and increasing overall health for the community; 
 Build bio-digesters and solar electricity systems to increase our projects’ 

sustainability for the long-term; and 
 Build sustainable businesses including a women’s tailoring program called KUMI 

which employs 15 women as tailors, a piggery and goat farm. 
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SFL now seeks a highly motivated and results driven professional to support School for 
Life’s CEO and team, and drive the office administration and coordination. 
 
Position Summary: 
 
This role will be responsible for the organisation and coordination of office operations, 
administration, procedures and resources to facilitate organisational effectiveness and 
efficiency. The role will also directly support the CEO as an executive assistant.  
 
Key Objectives: 
 

 Provide ongoing support to the CEO including monitoring and filing inbox, 
managing meetings, diary and external stakeholders where required. 

 Implementation and development of processes, procedures and policies, including 
the onboarding of new staff. E.g. Completion of forms, policies and employee 
handbook. 

 Management and deployment of systems including CRM (Salesforce) and other 
apps.  

 Working with the team to ensure data is up to date and creating reports. 
 Oversee all administrative, operational and logistical requirements of all team 

activities, fundraisers, markets and meetings (including weekly team meetings and 
other events). 

 Support the Finance Manager, Fundraising Manager and Coordinator with 
administrative tasks. 

 Manage all travel bookings. 
 Manage inventory, including for KUMI products. 
 Ensure that the office and work environment is always effective and efficient to 

ensure a culture of high performance, positivity, productivity and inclusivity. 
 Management of hello@schoolforlife.org.au enquiries email account. 
 Management and induction of volunteers and interns.  
 Assisting with the management of events including Black Tie Fundraising Ball, 

fundraising and team events. 
 Administration/reception duties such as answering the telephone, welcoming 

visitors, checking the mail, monitoring and ordering office supplies, data entry, 
filing, ensuring office cleanliness and Board room preparation for meetings. 
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 Manage the sponsorship program working closely with the Fundraising 
Coordinator. 

 Donor relationships management, responding to any donor queries relating to 
donations, cancellations, complaints and requests. 

 Basic IT knowledge to support the wider team in any issues relating to technology. 
 Perform other related duties as required by the CEO. 

 
Key Attributes:  
 

 2+ years experience in an operations, administration or executive assistant role. 

 Excellent time management, organisational and interpersonal skills in order to 
manage the diverse tasks and interact with a variety of stakeholders in a fast paced 
and intense environment. 

 Outstanding communicator, both orally and written. 

 Proven track record of juggling multiple projects and competing priorities. 

 Event coordination/management experience and expertise. 

 Experience in the management and integration of volunteers into a bigger 
organisation. 

 Human resource management or similar experience. 

 Experience with Salesforce and systems management e.g. Stripe and Autopilot. 

 Self-motivated, passionate and willing to go above and beyond what is required. 

 A can-do attitude, a desire to produce results that require hard work and 
motivation to achieve beyond what is expected. 

 Forward thinking, inventive, solution focused. 

 Proven ability to manage conflicting priorities, to meet deadlines and exceed 
targets. 

 Ability to work both autonomously and as part of a team. 

 
Please send your resume and cover letter to Annabelle Chauncy OAM, CEO at 
jobs@schoolforlife.org.au  by 7th April 2018. 
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