
  
 

Administration Officer 
JOB DESCRIPTION 

 

POSITION TITLE: Administration Officer   
 
REPORTS TO: General Manager  
 
JOB DETAILS:  Amusement, Events and Recreation Award 2020  
 
Our Company: 
Laser Tag in a Box rents party gear Australia wide. We courier the boxes to customers or people can collect 
them from our shop in Brisbane (Shailer Park, Logan). Our business has been built on strong family values, 
innovation, and the drive to be the best. Offering customers high-quality equipment, exceptional service 
and the latest technology, our business philosophy has remained steadfast for more than 20 years. 
  
The Role & Responsibilities: 
You will be responsible for the administration of laser tag bookings. You will answer in-coming phone calls, 
emails, or online messages to help people select the best product or service for their needs, from a wide 
range of possibilities. You will also, welcome visitors face-to-face in our party shop. 
 
In this challenging role, you will take a high level of responsibility for the administration of the office, and 
handle multiple tasks at once, and have great attention to detail. You will be tracking courier bookings to 
the destination and back. You will also provide administrative support to the management team, maintain 
and update the database, including accurate data entry. We need someone who can work to tight 
deadlines without supervision. We are looking for a person who has good communication skills and a "the 
show must go on" attitude. 
 
Expected Tasks: 
 Answer customer enquiries via phone calls, emails, online chats, and direct messages.  
 Input booking information into our database 
 Print paperwork for bookings 
 Send end-of-day email batches, such as booking confirmations  
 Cash & eftpos reconciliation and banking 
 Follow-up on outstanding invoices and Terms & Conditions  
 Run errands such as depositing cash at the local bank branch or lodging items with the Post Office  
 Maintain digital and paper filing system 
 Track and trace bookings, liaising with the courier company, the delivery staff and customers  
 Act as a gatekeeper to the management team, your role is to screen all calls so not to waste time on 

unwanted calls, like telemarketers.   
 Ensure the night service is put on every night and removed in the morning. For holiday periods see that 

the holiday message service is put on.  
 Track the whereabouts of team members and what position they hold. 
 



  
The Expected Results (How we will know you are successful) 

● Enquiries answered in a timely manner  
● Monies balanced 
● Bookings entered accurately 
● You are able to work in a fast-paced business, with deadlines. 
● Excellent communication skills - both written and verbal. 

 
  


