
 

 

 

Appointment of Administrative Manager 

 

The Museum 
North Stradbroke Island Museum on Minjerribah (NSIMM) is located at Goompi/Dunwich. It 
is a local, social history museum with a national reputation. It has gained several state and 
national awards over its 30 years for its collections and exhibitions. The Museum has two 
permanent part-time staff with an honorary committee and volunteers. More information 
about the Museum is at www.stradbrokemuseum.com.au 
 
In 2018, the Museum started its Walking Together project, which is an inclusive approach to 
First Nations and colonial histories. The rationale of Walking Together is to give full account 
of the conflicts and interactions across at least 20,000 years of Aboriginal history and the 200 
years of colonial history. 
 

The position 
Applications are invited for the position of Administrative Manager at the NSIMM. The 
position is permanent fractional (part-time). 
 
The position manages the day-to-day operation of the Museum, undertakes promotion and 
publicity, supports the officers and committee and supports exhibitions, events and 
collection management. More specific duties are shown below. 
 
In collaboration with the musarian/researcher, the committee and volunteers, the position 
contributes to the three broad areas of museum activity: 

 The smooth functioning and management of the museum; 

 Strengthening community support and engagement, and 

 Meeting the curatorial, research and professional objectives of the museum. 
 
The Museum is particularly encouraging applications from people who identify as Aboriginal 
or Torres Strait Islander.  
 

Specific duties 
The specific duties of the position are set out below. The balance across these duties can be 
adjusted by discussion with the appointee:  

 General administration including overseeing correspondence and records, 
maintaining members’ database, keeping visitor statistics, ordering regular supplies, 
liaison with external bodies, maintaining oversight over buildings and grounds, 
negotiating and supervising contracts such as for maintenance, publications, and 
special purpose grants, grant administration and acquittals;  

 Finance and book-keeping including generating invoices and keeping track of 
payments and transactions, BAS, GST/PAYG reports, prepare audit material and work 
with auditor, manage term deposits; 

 Identify and make grant applications (in consultation with secretary and committee) 
and assist with fund raising;  
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 Support the conduct/delivery of tours of museum including liaison with tour 
operators, negotiate numbers and prices, promotion of tour opportunities; 

 Promotion and community engagement (working with chair of publicity and 
promotion committee) including use of social media, maintaining Museum website, 
writing and publishing Museum newsletter and media releases; 

 IT and Computers including maintaining the network and relationships with IT 
consultants. 

 

Terms of employment 
The appointment is for 20 hours per week worked over a two-week cycle. The pattern of 
hours and days for each two-week cycle can be flexible so long as the needs of the museum 
are met and arrangements are fair to both professional staff members.  
 
An attractive pay rate in advance of the award will be negotiated. Superannuation is 
currently 9.5%. 
 
The provisions for recreational leave, personal leave (sick and carer’s), long service leave, 
compassionate leave are set out in the NSIMM Conditions of Employment document. These 
apply in conjunction with the Amusement, Events and Recreation Award. 
 
The Museum has a firm policy on bullying, harassment and discrimination and is a signatory 
of the Australian Human Rights Commission Racism. It Stops with Me campaign.  
 
There will be a three-month probationary period. 
 
 

Selection Criteria 
Applicants will be expected to be aware of the cultural and heritage of Minjerribah and to be 
able say how they feel they could contribute to the success of the museum. In addition, 
applicants are asked to indicate how they feel they could contribute to Walking Together, the 
museum project for an inclusive approach to First Nations and colonial histories. 
 
In addition to the above, applicants are asked to address the following: 

 The capacity to undertake the range of administrative management duties in an 
effective and efficient manner. This would include a good level of proficiency with 
computer software and systems including writing and editing, spreadsheets, 
databases, bookkeeping and basic layout;  

 High level verbal and written communication skills; 

 Knowledge and experience in activities relevant to working in a museum especially 
that relating to heritage, history or a related field; 

 Evidenced ability to work with volunteers and in a small organisation; 

 Commitment to reconciliation 
 
 

Due date 
Applications must be received by 5.00pm on Monday October 26. Applications must be sent 
to stradbrokemuseum@gmail.com  
 
Late applications will only be accepted in exceptional circumstances and with the express 
agreement of the Museum Selection Committee. 
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Content of application 
Applications must include:  

 Personal details and contacts (address, phone & email); 

 Qualifications; 

 Relevant work experience; 

 Contact details for two referees who have agreed to be contacted by the Museum 
(do not include testimonials); 

 Statement addressing the selection criteria; 

 Evidence of valid and current Blue Card. 
 
 

Further information and queries 
 
Questions about the position and appointment process should be directed to either the 
NSIMM President, Stuart Cameron (president@stradbrokemuseum.com.au) or NSIMM 
Secretary Howard Guille (secretary@stradbrokemuseum.com.au ). 
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Conditions of Employment - NSIMM 

General  
 Staff are expected to contribute to the effective and efficient operation of the 

museum and to work within its objectives of collecting, documenting and 
interpreting the history and heritage of the Island. 

 The museum will aim to provide a rewarding workplace commensurate with 
available resources. This will include a high standard of remuneration and 
conditions and access to professional development opportunities. The museum will 
support flexible working arrangements and leave taking.  

 The museum is a no-smoking, drug and alcohol-free work environment. 
 All dealings between staff, committee members, volunteers and visitors are to be 

civil, courteous and respectful.  
 The museum requires the goodwill of a range of key organisations and partners. 

Staff members are to ensure that their actions contribute to the maintenance and 
enhancement of good relations with key organisations including Redland City 
Council, QYAC, MMIEC, State Library of Queensland, Queensland Museum, Redland 
Museum, Sibelco and tour operators.  
 

Working time and leave 
Note that the following provisions apply in conjunction with the Amusement, Events and 

Recreation award.  

Working time 

 Hours are 20 hours per week unless and until an alteration is agreed in writing.  

 A fraction of 38 for all proportionate purposes. 
Basis of working 

 Hours to be worked over a 2 week pay cycle (eg 40 hours over two weeks) with work 
days and working time on those days at discretion of staff member. The pattern of 
hours and days for each cycle to be discussed between the two professional staff 
members so that the needs of the museum are met and arrangements are fair to 
both.  

 Actual days worked can be flexible to deal with reasonable museum and staff needs 
while minimising impact on the other staff member. 

 A record kept of actual working days to be recorded.  

 An expectation of a general pattern of 3 days on museum work in any week  

 Substantial departures from general pattern to be agreed between staff member and 
secretary;  

 No carry-overs between two-week cycles other than exceptional circumstances and 
with prior agreement 

Recreational Leave 

 4 ‘proportionate’ weeks per year (eg 80 paid hours per year for 20 hours worked per 
week) 

 Maximum accrual is 8 proportionate weeks (eg 160 hours) before a staff member 
may be directed to take leave 

 Timing of leave to be discussed between the two professional staff members and 
then with secretary with as far as reasonably practicable, leave taken at a time 
convenient to the staff member.  

 Recreation leave loading of 17.5% is included in the over-Award component of 
remuneration. 
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Personal Leave (Sick and Carer’s Leave) 

 2 proportionate weeks per year (eg 40 hours per year for 20 hours per week)  

 Personal leave accrues pro-rata but accumulated leave is not paid out at 
resignation/retirement.   

 Carer’s Leave is available for dependent children, immediate or extended family and 
significant others.   

 A medical certificate or statutory declaration is needed for more than three (3) 
consecutive days of leave.  

Compassionate Leave  

 Three (3) days paid leave and up to five (5) days unpaid leave per occasion for the 
purpose of spending time with a person who is a member of the staff member’s 
immediate family or household and has a personal illness, or injury, that poses a 
serious threat to his or her life; or after the death of a member of the staff member’s 
immediate family, household or where there is a significant cultural relationship. 

 Long Service Leave 
 Accumulates at 1.3 weeks pro-rata per year of continuous service; that is 13 pro-

rata weeks after 10 years service (eg working 20 hours per week will accumulate 26 
hours in a year or 13 weeks at 20 hours after ten years) 

 Entitlement to take LSL after seven years continuous service 
 After ten years continuous service accumulated LSL will be paid out on termination 

except where payment is provided under the QIR Act at a lower level of service.  
 If accumulation reaches 15 weeks pro-rata, an employee can be required to take up 

to four weeks of accumulated LSL.  
 

Conduct and relationships 
Bullying, harassment and discrimination 

 The museum is committed to ensuring that no bullying, harassment or 
discrimination occurs on its premises or is directed at staff, volunteers, committee 
or visitors whether on or off the premises. 

 Any such behaviour committed by a staff members is potentially a breach of the 
contract of employment. 

 A staff member who feels they have been subject to bullying, harassment or 
discrimination whether by a colleague, volunteer, committee member or visitor 
may raise the matter with the secretary. The secretary must ensure (a) that the 
matter is treated confidentially and (b) an appropriate and adequate investigation 
is made into the matter with a copy of the report and recommendation given to the 
staff member and the President . 

 If the allegation relates to the secretary, the staff member may raise the matter 
with the President.  

 The above does not derogate from the rights of the staff member under relevant 
anti-discrimination, harassment or bullying legislation. 

 
 
 
 
 


