BICYCLE

QUEENSLAND

POSITION DESCRIPTION

Job Title Administrative and Communications Officer
Job Type Part-time (~0.5FTE, to be negotiated)
Location 150 Caxton Street, Milton QLD 4064
Manager Chief Executive Officer

Salary Guide $50,000 package

About the role

Bicycle Queensland is further resourcing its small team to better service its 12,000 paid-up members,
commence major donor fundraising campaigns for the first time, and deliver new grants and events. A new
role has been developed that will help develop, progress and deliver our member services, support
communications to members and supporters, and assist our CEO with operational and administrative tasks.

The Administrative and Communications Officer role will support Bicycle Queensland (BQ) in its mission to get
more people cycling more often by:
e  Progress and deliver membership services, including the development of our customer relationship
management (CRM) system;
e  Provide admin services including customer calls, reception, claims and payments, and assistance to
the CEO including message management, meeting organisation and support, and report preparation;
e Provide digital communications with members and supporters, across social media, our website and
e-newsletters;
e  Support our events and our grant delivery activities.

Working at BQ means working with the cycling community. Our members ride, our partners ride, we ride. The
role demands someone with detailed knowledge and experience with cycling activities, who can help our
organisation achieve high levels of participant satisfaction. Someone who can understand the concerns of
cyclists reporting issues to the organisation. Someone who can communicate with riders about the minutiae of
cycling events, or what they need to know about a new government regulation. Someone who understands
what cycling projects and advocacy are trying to achieve. Someone who will enjoy being out in the field when
we either host or partner on bicycle events.

Key Duties

e Delivery of membership services alongside our Membership Co-ordinator, providing admin services
including customer calls, reception services and the processing of applications, registrations, claims,
donations and payments

e  Provide communications to members and supporters, across Meta platforms, our website, our e-
newsletter and e-mail

e  Provide assistance to the CEO including responding to emails, drafting correspondence, assisting with
meetings, and, preparing reports and presentations

e Assisting with other media and communications, as required

e Progressing our membership offers and the development and maintenance of our ThankQ CRM
system, including its critical membership, registration, fundraising and volunteer management
systems

e Support to events, including by providing members, event participants and stakeholders with
information and advice, with a friendly customer-focused attitude

e Assist with other advocacy work for BQ campaigns and on other projects and policies, as required;

e  Other duties as directed
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SKILLS & EXPERIENCE

Qualifications & Experience

e A npassion for cycling.

e Experience with bicycle events and the bicycle industries

e Strong administration and CRM management experience

e Excellent community/member engagement and relations skills, as a first point of contact
e Other experience planning and delivering member events and experiences

e Relevant qualifications/degree in a related field

Skills & Abilities

e Digital Proficiency:
o CRM systems and spreadsheet skills. We are particularly interested in people with ThankQ
training and experience
o Meta platform and web management skills; social media moderation skills
e Writing skills: including the capacity to provide important factual information to members and
supporters, board members and stakeholders
e Team leadership/collaboration skills: taking ownership of tasks, active listening, empowerment,
conflict resolution, leading by example
e Interpersonal Skills: positivity, nurturing of relationships, building trust, rapport and cooperation
e Empathy: emotional intelligence, ability to actively listen to ensure members feel valued, appreciated
and informed
e  Problem-solving: identifying solutions, making or facilitating good decisions
e Ability to Work with Children: a valid Blue Card - Queensland's working with children check
e  Ability to travel: A valid “C” Class Driver’s Licence and capacity/willingness to drive to ride and event
locations
e  Current First Aid & CPR certificate or willingness to obtain upon employment
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