The Kununurra Agricultural Society is a child-friendly employer, offering flexible working hours and above award wages. This position is seasonal with base hours throughout the year building to a peak at showtime in July. We also run a permanent small scale Caravan Park at the Showgrounds catering to travellers with ‘big rig’ Caravans and pets.
Our mission: to support and promote the best interests and development of Agricultural, Horticultural and Pastoral industries through an annual agricultural show and other activities. 
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Society Support Officer
Job Description

Role & Responsibilities

As the Society Support Officer it is expected that you will:

· Provide administrative support to KAS committee in order to ensure the smooth and effective running of the Agricultural show, including event licencing;

· Provide support to, and liaise on behalf of the committee with, the caravan park caretaker to ensure effective operation of the caravan park; 

· Provide support to users of the Agricultural show grounds, facilities and equipment to ensure needs are met within our ability; 
· Provide assistance to various KAS committee members to their respective areas of responsibility. Each section coordinator is responsible for their section and it is up to them to maintain communication with you and to be clear about what they require assistance with;
· Sponsorship co-ordination for the annual Kununurra Agricultural Show and other events or activities as directed by the committee; and
· Facilitate the hire of KAS equipment (stages etc.).
Duties you will assist committee members with or be responsible for:

Treasury: 
Weekly banking of caravan park takings, data entry, payroll and ensure that expenditure is within budget;
Trophies: 
Assist Pavilion coordinator to seek trophy donors and ensure all trophies are sourced and distributed as required;
Schedule: 
Assist Advertising coordinator to ensure the annual schedule and other publications are prepared and published;
Sites: 
Work with Site coordinator to update site forms and distribute as required. Confirm sites/invoice/update site spreadsheet/sponsors sites;
Entertainment: 
Assist the Entertainment coordinator to seek and source entertainment for the Show as required;
Publicity: 
Assist the Advertising coordinator to organise publicity for the show as required;
Pavilions: 
Assist to ensure all requirements for the pavilions are organised for the show as required;
Ag. Show Dinner: 
Assist with organisation of this event as required by the Dinner coordinator;
Grant Writing and acquittal: 
Assist with the preparation of funding applications and complete acquittals as required; and
Other: 
Provide assistance in other areas as required by the committee and oversee caravan park operations as required.
Essential Skills
As the Society Support Officer it is expected that you will have the following skills:

· Comprehensive knowledge of windows based software, including MS Word, Excel, Publisher

· Well developed time management, organization and administrative skills;
· Highly developed written and verbal communication skills;
· Cash management skills – Bank deposits and payments, invoicing etc.
· Well-developed public relations skills;
· Ability to work with autonomously;
· Ability to manage competing priorities, multiple tasks and meet deadlines; 
· Ability to write grant applications and acquittals;
· Experience in liaison with individuals and community groups; and
· Minute taking (Committee Meetings)
Desirable Skills 
Previous experience in the Agricultural or pastoral industry and local knowledge about community clubs, events and sporting activities in the East Kimberley community will be looked upon favourably, especially if previously involved in the organisation of community activities and events.
