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Community Experience Assistant at Collective_100
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This job description has information about Collective_100, the job and how you can apply.
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	Collective_100 is a co-working space. 

They provide professional work space and offices for different companies. 
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	Where:

Collective_100 is in Cremorne (Richmond) in Melbourne. They are looking for a person with Down syndrome to work as a Community Experience Assistant.   
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	Transport:

Collective_100 is an 8 minute walk from Richmond Train Station. 
This station is on the Alamain, Belgrave, Cranbourne, Frankstone, Glen Waverley, Lilydale, Pakenham and Sandringham lines.
Tram route 78 is also an 8 minute walk away.


	What is the job? 
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The Community Experience Assistant will work with 
Kiara and Sass in the Community Experience Team.
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Collective_100 needs someone who will: 

· clean and tidy the kitchens
· restock the kitchens, stationary and photocopiers
· tidy desk areas and work spaces
· greet visitors and members
· make coffee for visitors
· deliver mail and messages to members
· prepare and reset meeting rooms
· water office plants
· scan documents and file them in the computer (if able).
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	Dress code:

You will need to wear clothing suitable for a professional office. You cannot wear tracksuit pants, hoodies, runners or thongs. 
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This is a paid position. 

It is a part time job and you will be paid for the hours you work. 
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The job is for 6 hours a week. 
You can choose to work:
2 hours a day on Monday, Wednesday and Friday, or
3 hours a day on Monday and Wednesday


	

About me
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To apply for this job you must:

· have Down syndrome 
· be over 18 years old
· be able to work as part of a team
· be friendly and enjoy talking to new people 
· be good at noticing when something needs cleaning

· be good at putting things away and tidying up
· like helping other people
· understand when it’s ok to talk with other people in the office and when you need to let people concentrate and do their work
· have good computer skills (not essential).

	







	How to apply
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Send an email to Bree
breem@dsav.asn.au 

In your email to Bree, please include your CV/Resume. 

Please also include your answers to these questions. (You can write your answers or send a video): 

· Why do you want to work at Collective_100? 

· What are your top 3 skills?  

· What part of the job do you think you would like most?
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You need to apply for this job by Friday 27 June
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If you have any questions, you can ask Bree. 

Email: breem@dsav.asn.au 
Phone: 0402 799 012
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