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The Shift Corp Office Manager Job Description  
 
Position: Office Manager 

Location: Taren Point Offices  

Hours: 25 hours per week (with potential to increase May - November)  

Work Arrangement: On-site (No WFH flexibility, school hours flexibility for the right candidate)  
Package: $88,800 including super (pro-rata) + up to 2% of working hours a year paid for volunteering 
 

About The Shift Corp: Join our award-winning Event Marketing and Management Agency, where 
innovation meets community through exceptional events and campaigns. 
 

Role Summary: The Office Manager will be an organisational linchpin at The Shift Corp, ensuring seamless 
office operations and supporting the vibrancy of our workplace culture. This role is pivotal in facilitating 
the smooth execution of our dynamic events and campaigns. 
 
Key Responsibilities: 
• Maintain and troubleshoot office technology and utilities, including phone lines, internet services, 

and waste management. 
• Manage supplier relationships, office supplies, and staff clothing. 
• Order and manage marketing materials for the group. 
• Support the events team with printing, filing, and preparatory tasks during event periods. 
• Coordinate travel and accommodation. 
• Autonomously handle office operations, with an opportunity to support our event hotline. 
• Organise team outings 
• Provide direct support to the CEO and Managing Director. 
• Arrange courier and postal services as required. 
 

Special Opportunity: Hours may increase during peak event season (May - November) for additional 

support services. 
 
Ideal Candidate: 
• Has excellent interpersonal and organisational skills, with the ability to engage positively with       

team members and external partners. 
• Brings a proactive, problem-solving mindset to the role, with the ability to work independently. 
• Has experience with Google Suite / Drive and is technology-savvy. 
• Hands-on approach 
• Previous experience in event support or Office Management is highly valued. 
 

How to Apply: Interested candidates should submit a resume and a cover letter detailing their experience 

and alignment with The Shift Corp's mission and this role. Highlight any relevant office management or 
event support experience to hailey.mason@the-shift.agency. 
 
Deadline for submissions:  Monday 26 February 4pm 
 
Be a part of our mission to enact positive change through creativity, innovation, and a strong community 
focus. 
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