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	AGENCY
	Department of Foreign Affairs and Trade 

	POSITION NUMBER
	DL1006

	POSITION TITLE
	Administrative Support Officer (Reception & Travel)

	CLASSIFICATION
	LE 2

	SECTION
	DFAT – Consular Team (Corporate)

	REPORTS TO (TITLE)
	Second Secretary & Consul

	EMPLOYMENT TYPE
	On-going

	CURRENT OCCUPANT
	Vacant


About The Department of Foreign Affairs and Trade
The role of the Department of Foreign Affairs and Trade (DFAT) is to advance the interests of Australia and Australians internationally.  This involves strengthening Australia’s security, enhancing Australia’s prosperity, delivering an effective and high-quality overseas aid program and helping Australian travellers and Australians overseas. 
The department provides foreign, trade and development policy advice to the Australian Government. DFAT also works with other Australian government agencies to drive coordination of Australia’s pursuit of global, regional and bilateral interests.
Australia and Timor-Leste share a close and enduring partnership, built on strong historical ties and vibrant people-to-people connections. Australians engage actively across government, civil society, education, and business sectors, reflecting the depth of this bilateral relationship.
About the position
The Administrative Support Officer (Reception & Travel) is responsible for managing the front desk, welcoming visitors, handling enquiries, and coordinating official travel arrangements. As the first point of contact at the Australian Embassy in Dili, the officer ensures a professional, friendly experience for guests and clients, while supporting smooth logistical operations related to travel.
Key responsibilities of the position include but are not limited to:
· Operate and manage the Embassy’s telephone switchboard and coordinate mail distribution with the transport team.
· Manage the Embassy’s front desk by receiving, responding and dispatching telephone calls in Tetum and English, including maintaining call records
· Provide accurate advice to clients on routine matters, using established policies and procedures.
· Deliver efficient client services to internal and external stakeholders, both at reception and via other communication channels.
· Maintain registers and databases, including data entry and tracking of incoming and outgoing mail.
· Arrange official domestic and international travel bookings, including leave fares, hotel reservations, movement requisitions and travel allowance calculations.
· Develop and maintain procedures for travel-related services and ensure accurate record-keeping.
· Provide back-up support to the Consular, Passports, Notarial and Protocol Officer, assisting with consular, passport, protocol, clearance, and visa matters.



Required Qualifications/Experience/Knowledge/Skills
· High standard of written and spoken English with and ability to perform translation services between English & Tetun. 	Comment by Leisa Barton: Is this necessary for a LE2 position? Could it limit the field?	Comment by Isaura Teresa: Post is happy to removed the qualification requirement. 
· Experience or knowledge in using SAP is highly desirable.
· Strong organisational skills and demonstrated experience in administration and client service.
· Proficient in Microsoft Office and general IT systems.
· [bookmark: _Hlk206514328]Demonstrated experience in booking travel or the ability to learn this function quickly. 
· Ability to work with minimal supervision, plan, set priorities and meet deadlines.
· Excellent interpersonal skills, including the ability to maintain respectful and productive working relationships with a variety of individuals and organisations, working collaboratively to achieve results.
· Understand contemporary Gender Equality issues and a willingness to undergo specific training provided by the Embassy
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