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Position Description 
Office Manager 

Paul Ramsay Foundation 
 

 

Reports to   Simon Freeman (Chief Executive Officer) 

Location  Level  9 154 Pacific Highway, St Leonards NSW 2065 

Website  www.paulramsayfoundation.org.au 

 

Business Overview 

The Paul Ramsay Foundation (PRF) is a private ancillary fund and has been created to embody the values 

and legacy of its late founder, Paul Ramsay AO. The Foundation is in a growth phase and is looking to 

significantly deepen its strategies across both Education and Health. The development of the Foundation 

will continue to be evolutionary, with a commitment to building an organisation that is strategic in its 

thinking. It will be guided by the core principles of being flexible, deliberate, practical, innovative and 

evidence based, to ensure the successful execution and development of its strategy.  

 

The Paul Ramsay Foundation is committed to identifying the root causes of disadvantage and implementing 

strategic solutions to empower Australian communities. The organisation will look to forge long term 

collaborative partnerships with peers and fund scalable projects to grow capacity and enable lasting 

change, across Education, Health and disadvantage.  

 

Position overview 

 

The Office Manager is a responsible for providing administration and secretarial support to the team at 

Paul Ramsay Foundation, including supporting the Executive Directors.  In addition this role is responsible 

for supporting the business more generally across a range of administrative tasks.  

 

Job Summary 

Your duties and responsibilities are: 
 
Directors and Executive Team support: 
 

 Diary Management  

- Manage and maintain schedules, appointments and travel arrangements 

- Management of electronic diaries where applicable  

- Responses to invitations  

 Travel  

- Liaising with travel agent re all travel plans for Directors 

- Booking travel for Executive where requested 
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 Correspondence 

- Composing correspondence and sending/forwarding where applicable 

 Phone 

- Answering direct line  

- Taking/actioning messages  

 Mail 

- Opening and responding to mail 

 Expenses  

- Processing of expenses with help from accounts team  

 Other: 

- Any other administrative related tasks at the discretion of the Directors or Executive Team  

 
Office Management 
 
Ensure the office facilities, including meeting rooms, lunch room and kitchen are organised clean and ready 
for use.  Maintain and manage meeting rooms and bookings. 
 

 Daily: 

- Perform a walk around of office and meeting room each morning and evening 

- Unpack and pack the dishwasher  

- Check boardroom calendar – ensure each relevant board room has necessary requirements for 

daily meetings, check with meeting organisers as required. 

- Papers brought in to roundtable in lunch room 

- Keep kitchens clean at all times  

- Milk in fridge (Tuesdays), Fruit in fruit bowl (Mondays) 

- Mail – collect outgoing from staff and incoming from level 8 and distribute to relevant staff 

member/director  

- Responding/actioning correspondence received via website 

- General admin as requested by Foundation staff and Directors  

- Receive and interact with incoming visitors 

 

 Monthly: 

- Stationery audit and ordering  

- Office supply audit and ordering 

- Board Papers, printing, collating and distribution 

 

 Ongoing: 

- Review operating practices and implement improvements where necessary 

- Set up new staff with IT and Office requirements before arrival 

- Liaise with IT Department on IT related issues to get things fixed as soon as possible 

- Liaise with Building Maintenance to ensure safe working environment  
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Foundation Support 
 

 Correspondence  

- Managing online correspondence portals including but not limited to website enquiries and 

Expressions of Interest 

- Actioning these with relevant Paul Ramsay Foundation staff member  

- Composing/drafting responses and logging a record of correspondence in CRM 

- Responding to meeting requests on behalf of the CEO  

- File and retrieve documents and reference materials 

 

 Travel 

- Booking flights, hotels, cars etc. for all Foundation staff related travel  

 

 Desktop Based Research  

- Conduct research, collect and analyse data to prepare reports and documents 

- prepare and edit reports, communications, presentations and other documents 

 

 Board Papers 

- Collating, preparing and distributing board papers 

 

 Meetings   

- Organising/delivering team events and meetings 

- Record, transcribe and distribute minutes of meetings 

 

 Events 

- Organising, coordinating and delivering Foundation related events, workshops and roundtables  

- Managing the logistics for these events including catering, venue hire, transport etc. 

 CRM Database  

- Assistance with the set up and integration of new CRM system 

- Data entry as requested   

Personal Requirements 

 

To effectively perform this position, the person will require the following: 

 

Knowledge 

 Strong understanding of office systems and processes including all MS office programs 

 An interest in philanthropy in Australia 

 The ability to understand the importance of systems, procedures and the use of data 
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Experience 

 A minimum of 3 years’ experience in an administrative / support role 

 Strong people administration / diary management experience  

 Experience in managing a CRM database 

 Experience in supporting a professional team 

 Experience with account management systems 

 

Skills 

 Excellent personal and presentation skills  

 Excellent PowerPoint, Excel, Word and CMR database management  

 Good understanding social and digital media and platforms. For example: LinkedIn, Twitter etc. 

 Graphic  and design skills are an advantage but not essential 

 Strong communication skills  

 Ability to manage simultaneous, often conflicting tasks  

 

Behavioural Skills 

 Highly resourceful 

 A team player 

 Respectful of a range of beliefs 

 Presentable person 

 Adaptable and good at time management 

 Displays integrity and respects confidentiality  

 Self-starter with a “roll up the sleeves” attitude/perspective (which is required in any small business) 

 
 


