WE NEED VOLUNTEERS!

The majority of ANTaR Vic’s work is done by volunteers. Considering the gains we have made as an organisation, this is a tremendous achievement and something to be celebrated and commended! Join us in making a difference; work closely with people dedicated to social justice and gain new skills!

Fill in a volunteer application from our website, attach your resume and either post it to us at 67 Brunswick St Fitzroy 

VIC 3056 or email it to antar@antarvictoria.org.au. 
For queries, please contact Charlotta Lomas the Office & Volunteer 

Coordinator on (03) 9419-3613. 

___________________________________________________

OFFICE ADMIN SUPPORT

You will assist with communication and provide support to the ANTaR Victoria network. We will provide as much guidance 

as you need. This volunteer position sets you up with the skills necessary for any administrative job and looks great on 

your resume!
Tasks we need assistance with include:

· Answering phone, responding to phone and email enquires
· Receiving and distributing all internal mail
· Preparing letters, memos, faxes and other correspondence
· Updating contact information, database & organisational systems

· Mail outs
Commitment: 1 full day per week for a minimum of 3 months. 
___________________________________________________
DATABASE COORDINATOR

ANTaR Victoria’s members and volunteers are central to our organisation. We need assistance with maintaining our current 

database. The database coordinator would update member and volunteer databases on a weekly basis and assist with 

monthly membership renewal mail-outs.

Specific duties include:

· Updating the database weekly with members’ & volunteers’ current details 
· Assisting with monthly membership mail outs by printing and sending out renewal and reminder letters 
· Provide input into improving database and mail out systems including updating correspondence letters as needed 
· Occasional assistance with mail-outs for membership drives

Desirable skills/interests:

· Ability to use computers and email

· Familiarity with word processing

· A basic understanding of databases

· An interest in ANTaR Victoria’s work

Commitment: 1 full day per week for a minimum of 3 months.
Working with: Office Coordinator, Database/web developer, as well as other volunteers on occasions

___________________________________________________
MERCHANDISE COORDINATOR
Key responsibilities and duties:

· Administration 
· Packaging and posting customer orders 
· Communicating with customers 
· Monitoring our stock levels and re-ordering from suppliers, checking deliveries match orders 
· Filing customer & supplier orders 
· Updating our merchandise pricelists 
· Supplying stock to local reconciliation groups when they seek it; oversight of return of unsold stock 
Coordination:

· Updating our range of merchandise – seek new products from suppliers, consider possibilities for 

producing our own new products (sometimes in conjunction with ANTaR national)

· Assist with publicizing our stock – photos & descriptions for web shop, display materials for stalls 
· exploring new markets 
Required skills:

· Good communication and organisational skills 
· Basic computer skills would be useful in this role, but not essential 
Training and support

· An introduction to ANTaR Victoria and the office will be provided as part of induction 
· Initial training and ongoing support in our merchandise systems will be provided 
· You will be working with a small team including the office coordinator and other part time staff and 

volunteers

Skills you’ll gain

· Increased confidence in communicating with customers, suppliers, and working as part of a team 
· Experience in office and sales processes 
· Learn more about Indigenous rights issues, and ANTaR’s advocacy work 
· Experience working within a small community organisation 
Commitment: 1 full day per week for a minimum of 3 months.
A copy of ANTaR Victoria’s volunteer policy, volunteer’s rights and responsibilities will be given at the interview. Or request a copy from the Office and Volunteer coordinator anytime

Charlotta Lomas

Office & Volunteer Coordinator (Mon-Thurs)
ANTaR Victoria 

Working for Land Justice and Reconciliation
67 Brunswick St 
Fitzroy VIC 3065 
ph (03) 9419 3613 
fax (03) 9417 2691 
www.antarvictoria.org.au 
Our office is on the land of the Wurundjeri People 

