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Position Description 
 

Position title:  Project Administrator  Unit: CYAAA 

Reports to: CYAAA CEO  Project:  CYAAA 

Primary location: Cairns Direct reports:  0 

Date: July 2010 Job classification:   Level 3 

About the organisation 

The Cape York Aboriginal Australian Academy (CYAAA) is a not-for-profit organisation lead by Noel Pearson 

and Cape York Partnerships (CYP) which delivers a ‘best of both worlds’ education to Indigenous students.  

The Academy’s program incorporates three distinct but related learning domains: 

 Class: dedicated to teaching mainstream curriculum in English literacy and numeracy; 

 Club: enriching extracurricular artistic, music and sport programs; 

 Culture: comprehensive Indigenous culture and language programs; 

The learning domains are supported by a ‘Full Service’ Case Management framework. The full service 

approach ensures that children are at school but also, those things that determine their capacity to engage 

in education – their health, nutrition, wellbeing and material needs – are systematically addressed so that 

no one child is allowed to ‘fall through the cracks’. The Full Service Case Management framework includes 

case management of attendance, school readiness, health (with school nurses) and transition to secondary 

school and is supported by products such as Student Education Trusts and Food Clubs. 

The Academy seeks to build upon the gains made through welfare reforms that have improved school 

attendance rates and demonstrated increased levels of parental responsibility and support for their 

children’s education. 

In January 2010, in a unique partnership with Education Queensland, the Academy commenced the 

operation of a new education approach in the Cape York communities of Aurukun and Coen.  

The Academy implemented its Class program in January 2010. The program uses Direct Instruction, an 

evidence-based explicit instruction method proven to be highly effective in the teaching of literacy and 

numeracy to children both in Australia and internationally. The Culture and Club programs will commence 

during 2010 following community engagement in the design of these programs.  

Our success – Every child involved: 

 And their families and community are engaged in education; 

 Has the literacy and numeracy building blocks in early childhood; 

 Is at or above the national minimum benchmarks for literacy and numeracy; 

 Is regularly engaged in their culture and sporting and artistic pursuits; 

 Transitioning into high quality, high expectation, secondary school at the required level. 
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Our vision 

The vision of the Academy is; “We are determined to ensure that our younger generations achieve their full 

potential, talent and creativity and have the confidence and capacity for hard work so that they can orbit 

between two worlds and enjoy the best of both.”  

Our mission 

Our mission is to close the achievement gap between Indigenous children in Cape York and mainstream 

students. 

Our values 

The values underpinning this vision are: 

• High expectations and no excuses – raise the bar on learning and aim for mastery; 

• Learning time is precious – there are no shortcuts to success; 

• Personal responsibility – each person is accountable for their actions; 

• Respect others and assign yourself – self-discipline and commitment will ensure achievement. 

About the role 

The Project Administrator is responsible for providing support to the CYAAA CEO in execution of her role.  

The major accountabilities of the position are administrative support, reporting and financial co-ordination.   

POSITION SCOPE BRIEF: 

 Reports directly to the CEO 

 Provides day to day support to the CEO. 

 Acts as the CEO’s representative when required. 

 Coordinating reports and communication for the team – weekly reports, monthly reports for 

welfare reform, board reports, funding reports, funding applications, 

 Assists in the preparation of agendas and liaises with the BSM in the preparation of Board papers. 

 Liaise with HRM to ensure PDs for CYAAA staff are current and re recruitment EQ staff 

 Provide a monthly report to the CEO on updated work plan that monitors and reports on staff 

timelines and deliverables of the CYAAA team. 

 Design and maintain a CYAAA Filing system, electronic and hard copy 

 Coordinate the compilation of monthly reporting for CYWR project office 

 Coordinate/prepare/review briefings, correspondence, plans, documents, reports and Powerpoint 

presentations and draft publications, at the direction of the CEO. 

 Record meeting minutes 

 Governance / board meetings support 

 Prepare draft contracts and key documents for the CEO 

 Research background and options, and prepare briefing papers, including recommendations to the 

CEO as directed. 
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Key accountabilities 

Key result area Major activities/deliverables Key performance measures 

Financial 

Coordination 

 Ensure invoices are coded correctly to 
CYAAA cost centres. 

 Monitor expenditure against WR Program 
Office budget;  

 Identify variances on Program Office 
budget and recommend corrective action 
where necessary; 

 Prepare consolidated financial reports for 
the CYAAA CEO; 

 Ensure compliance with CYAAA 
procurement and asset management 
procedures. 

 Expenditure correctly coded; 

 CYAAA financial policies and processes 
adhered to and reporting timeframes 
met; 

 CYAAA CEO on negative trends and 
variances; 

 Contingency plans developed to address 
adverse financial indicators; 

 CYAAA procurement and asset 
management requirements met. 

Relationship 

Management 

 Maintains effective networks, 
communications and processes; 

 Provide, and obtain, information from 
relevant partner agencies, streams, LPOs 
and projects for CYAAA CEO. 

 Information provided within agreed 
timeframes; 

 Information release is approved by 
CYAAA CEO; 

 Stream managers, LPOs and project 
managers receive information in a 
timely manner. 

Continuous 

Improvement 

 Contribute to continuous improvement 
initiatives within the program, identify 
improvement opportunities and act on 
improvement directives; 

 Comply with CYAAA standards, policies, 
protocols and guidelines; 

 Ensure regular monitoring occurs with 
outcomes received and fed back. 

 % of approved improvement initiatives 
implemented within required 
timeframes and agreed approach;  

 CYAAA policies and procedures adhered 
to; 

 Weekly 1:1 meetings occur, are 
documented, monitored and provide 
evidence of feedback loop. 

Health and Safety 

Management 

 Ensure safe work practices and a safe work 
environment is maintained at all times; 

 Comply with the CYAAA health and safety 
policies and procedures; 

 Seek advice or assistance before 
commencing an unfamiliar work practices. 

 Safe work practices adhered to; 

 Workplace health and safety policy 
adhered to; 

 Hazards identified, minimised, isolated 
or eliminated as appropriate. 

Team Member  Models a positive culture by living the 
organisational values through actions and 
behaviours 

 Participate in weekly 1:1 meetings with line 
manager to ensure that individual actions 
and contributions enhance the success and 
reputation of CYAAA; 

 Maintain and/or extend knowledge and 
skill base required for effective 
performance; 

 Maintain productive working relationships 
and provide collegial support; 

 Participate in own performance review and 
identifies learning/development needs; 

 Negotiate with line manager to complete 
appropriate education and training; 

 Complete additional duties / projects to 
the required standards and within 

 Behaviours consistent with 
organisational values and expected 
behaviours;  

 Weekly task list updated, accurate 
and relevant;  

 Current knowledge of issues, trends 
and practices demonstrated;  

 Evidence of team functioning and 
support;  

 Performance review outcomes 
documented, objectives and training 
requirements agreed, previous 
performance targets met,  

 Approved education and training 
undertaken and evidence of learning 
outcomes applied in workplace;  

 Additional duties / projects 
undertaken as agreed to the required 
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Key accountabilities 

Key result area Major activities/deliverables Key performance measures 

negotiated timeframes; 

 Demonstrates a flexible approach to work 
hours when required. 

standards and agreed timeframes; 

 Demonstrates commitment to 
working overtime as required to 
meet deadlines/commitments. 

 

 

Qualifications and experience  

Administration experience 

 Previous demonstrated experience in a similar reception and/or administrative position; 

 Tertiary qualifications / certificate in Business Administration or similar. 

 

Essential criteria 

 Demonstrated ability to operate a number of computer/information systems including Microsoft Word, Excel & 
Email; 

 Demonstrated to a high standard of quality and efficiency, competent data entry and clerical skills. 

 Proven ability to prioritise workloads utilising time management principles in order to meet deadlines; 

 Competent data entry and clerical skills to a high standard of quality and efficiency; 

 Well developed written and interpersonal communication skills, including the ability to work in a team 
environment and to interact effectively with internal and external clients; 

 Professional demeanour and presentation; 

 Evidence of a current valid manual drivers licence; 

 Willingness to travel away from base location to remote Cape York regions (4WD); 

 Possess a Blue Card (or if successful provide evidence of obtaining/applying prior to commencement); 

 Evidence of a successfully completed Police Check.  

 

Desirable criteria  

 50wpm minimum typing speed; 

 Understanding of the political and legal framework in which the organisation operates; 

 Knowledge of behaviour change and/or social and economic development; 

 Knowledge of Cape York Peninsula; its peoples, cultures and/or environs; 

 Experience working on a welfare reform project. 

 

Key attributes 

 Consistent with CYAAA’s values and behaviours; 

 Initiative and self motivation; 

 Results focussed; 

 Analytical and problem solving ability; 

 Communication (verbal and written) skills; 

 Capacity to build and sustain respectful professional relationships; 

 Personal leadership; 

 Behave in a way that contributes to a workplace that endorses diversity and  is intolerant of discrimination, 
harassment and bullying behaviour. 

 

 

 

 

 

 

 



 Human Resources  PD Project Administrator 

http://cypintranet.capeyorkpartnerships.com/hr/hrstaff/cs-hr-hr1 recruitment/cs-hrr-po2 position descriptions/cs-hrr-po2 cyaaa/cyaaa pd project 
administrator 20100702.docx Page 6 of 7 

Key partners 

Contact Purpose Frequency 

CYAAA CEO Strategic direction and support. Liaison regarding day 
to day issues. 

Daily 

Local Program Office staff 

 

Liaison regarding CYAAA issues. Weekly 

Stream Leaders Liaison regarding CYAAA issues. Weekly 

 

Australian & Queensland 
Government reps. of the CYAAA 
Program Office   

Liaison regarding CYAAA issues.  Fortnightly 

CYAAA Program Office support 
staff  (Australian & Queensland 
Government reps.) 

Liaison regarding CYAAA issues. Daily 

 

CYAAA Office Staff / Business 
Unit Staff 

Seek information on CYAAA procedures. Provide and 
access information for administrative processes  

Daily (or as required) 

Other Government Officials 
involved with CYAAA 

Update on progress of CYAAA initiatives within four 
communities (incl. identification and escalation of 
issues). 

As required  
(fortnightly on 
average) 

CYI Policy staff Liaison regarding development of new WR policy and 
queries in relation to existing policy. Update on 
progress of CYAAA initiatives within four 
communities. 

As required  
(fortnightly on 
average) 

 

Other relevant information  

Key challenges 

 Works with people from different backgrounds and within an innovative environment so requires a willingness to 
learn and teach when required; 

 Works for a Not For Profit organisation are essential to optimise available resources; 

 Operates in a ‘community’ environment so may encounter limited observance of CYAAA values so essential to 
focus on resolving problems and concentrating on achieving objectives; 

 The vision and strategy of CYAAA is defined so need to be focussed on practically supporting the ideas and 
agendas of the organisation; 

 CYAAA operates in an opportunistic environment which results in sudden direction changes so requires flexibility, 
resilience and a readiness to grasp new directions.  

Further Reading 

There are a number of existing documents produced and drafted that will help provide insight into the project and 
will assist in gaining an insight into the work required of this role (these will be supplied upon commencement of 
employment). 

Additional Other Reading: 

 Our Right to Take Responsibility by Noel Pearson; 

 Up From The Mission by Noel Pearson. 
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It is the responsibility of the user to be aware of, and have an understanding of this document.  Should the user wish 

to clarify any aspect of the document they are advised to contact their line manager or the HR Manager.  

Employee Name:  Manager Name:  

Position Title:  Position Title:  

Employee Signature:  Manager Signature:  

Date signed:  Date signed:  

 


