JOB DESCRIPTION  

NEWSTEAD HOUSE SECRETARY-MANAGER

Job Scope:

This position will be primarily responsible for secretarial duties to the Board, management of the operations of Newstead House and developing and managing conservation, interpretative and educational projects for Newstead House, as approved by the Board of Trustees.

Projects will be assigned by the Board and will be determined by funding availability. Assisted by the Communications and Engagement Officer/s, the Friends of Newstead House (FON) and the Newstead House Advisory Panel (NHAP), the Newstead House SECRETARY/MANAGER will be responsible for planning and developing the scope of projects, coordinating resources and providing regular status updates as well as tender and grant documentation to the Board.

The number of projects assigned will be determined by project scope, the expected level of work load and the availability of funding. Full management and delivery of these projects will be the responsibility of the SECRETARY-/MANAGER including the ability to plan and coordinate an effective work schedule. This position reports to the Board of Trustees of Newstead House.
Key Duties include:

1) Provide secretarial services for the Board of Trustees of Newstead House 

2) Initiate and implement a diverse range of public programs to encourage visitor access to Newstead House; 

3) Coordinate projects relating to the conservation, interpretation and promotion of the House.

a) Draft interpretive material for displays

b) Source material for displays and other promotional programs, including education activities.
c) Develop material for House tours, lectures and activities for schools, visitors and community groups.

d) Manage and maintain the collections policy and practices for the Trust
e) Manage building conservation projects for the Trust as required.

4) Greet and farewell the FON and other community volunteers each day before balancing the cash register and securing funds at the close of each day.
5) Work closely with the NHAP to establish recommendation reports for the Board regarding conservation, marketing and presentation of the House;

6) Draft grant application and sponsorship proposals to support conservation, promotion and visitor engagement with the House 

7)  Other fundraising activities as required;

8) Monitor, evaluate and report on participation rates and the impact of visitor programs. 

9) Provide support to the Communications and Engagement Officer/s, FON and the NHAP on relevant property/maintenance management issues for the house.

10) Work closely with the Book-keeper to:

a) Prepare all accounts for payment and approval by the Board; 

b) Process receipts  and maintain a payment record in MYOB;

c) Provide reports when required from the Bookkeeper to the Board and the Heritage Branch of DEHP monthly and during annual audits.

Key Relationships:
1) Board of Trustees of Newstead House (the Board)
2) Communications and Engagement Officer/s

3) Friends of Newstead House Committee (FON) 

4) Newstead House Advisory Panel (NHAP)

5) Department of Environmental and Heritage Protection (DEHP)

6) Bookkeeper.

7) other stakeholders involved in the day to day management of the site

Working Hours:
This position will be established as permanent part-time (3 days per week), subject to a satisfactory three month probationary period OR a grant limited appointment (dependent on funding available) with a roster to allow for weekend and public holiday attendance at the House.

The Secretary-Manager position attracts a fortnightly rate of $1648.50, similar to a base level A05 in the public sector.

Mandatory Requirements:

The successful applicant is required to:

· hold a current Bluecard (Working with Children check) or be eligible and willing to obtain one. 

To Apply: 

Applicants are requested to submit a brief resume; contact details for 2 referees (one of whom should be your current supervisor); and a maximum 2 page written response outlining your knowledge, skills and experience relevant to the role referring to the Key Duties.
  Please submit your application by COB Monday 8 October 2012 to:

Attn. Nicole Mulholland
Heritage Unit
Department of Environment and Heritage Protection
PO Box 2454
Brisbane QLD 4001
OR email to:
Newstead House Recruitment (in subject line)
nicole.mulholland@ehp.qld.gov.au
  For additional information please contact:
Fiona Hackett at Electus Recruitment 

T 07 3303 8481 M 0414 883 070 

E fiona@electus-recruitment.com   
