Sales and Administration Assistant

Cultural Infusion is a social enterprise that works with schools, youth, and the arts to promote cultural harmony for a more cohesive and richer society. Cultural Infusion believes that as people who live in a diverse society, in a globalized world, the ability to move between and respect cultures is an invaluable asset.  

For more information: http://culturalinfusion.org.au 

Position Summary:

This position consists of liaising with internal and external stakeholders. Maintaining relationship with external customers and building stakeholder portfolio. This role will involve: visiting potential clients, distributing leaflets, providing general administration support such as greeting, assisting, and or directing visitors and the general public and contributing support to internal staff. 

Key Responsibilities: 
· Excellent communication skills (written & verbal)
· Providing general office administrative duties
· Liaising with customers over the phone
· Responding to email and telephone enquiries as required
· [bookmark: _GoBack]Teamwork and interpersonal skills with ability to work with others
· Time management and organisational skills

Key Requirements essential:
· Excellent communication and interpersonal skills
· Attention to Detail
· Ability to work under pressure
· Answering incoming calls and handling phone call inquiries 
· Providing ongoing assistance and support any internal staff
· Having a current driver’s license

Desirable: 
· Vibrant Personality
· Enjoy working in a creative environment with performing artists
· Experience working with community organizations, local government and a variety of other organizations.



