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Thank you for your interest in the Projects and Administration role at 150Square. 

This Applicant Information Pack provides you with the information you need to complete 
an application for the position. 

This Information Pack contains the following elements: 

1. Position description, accountabilities and selection criteria for the Projects and 
Administration role 

2. Selection process description, including application lodgement instructions 

3. Application form. 

 

Candidates are required to submit their applications electronically by 5pm 29th 
July 2026 to: caroline@150square.com.au 

 

Any additional enquiries can be directed to Caroline Robinson, Director 150Square, on  

M 0403 225 900 or E caroline@150square.com.au 

About 150Square 
 

150Square is a small rural consultancy based in the Wheatbelt, working alongside local 
governments, not-for-profits and regional organisations across Western Australia. Our work 
is about connecting people and building partnerships that help rural communities grow and 
thrive from within. 

We work with Councils, not for profits, state government and regional organisations on 
strategy, governance and community engagement. Our approach is practical, collaborative 
and tailored, and we understand the unique demographic, financial and workforce 
realities faced by our clients. 

150Square is also a WALGA preferred supplier. Our team includes Caroline Robinson 
(Director), Darren Mollenoyux (Associate), Rebekah Burges (Associate) and Elizabeth 
Lassonde (EA), working across the regions of WA. 

This is a new position for 150Square, created because of the valued, ongoing support of 
our clients. It will add capacity to a small team working across a growing number of 
projects. 
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Position Description 

Projects and Administration 

The role of the Projects and Administration position is to: 

1.  Project coordination and administration 

• Coordinate projects across 150Square's work with local governments, not-for-profits 
and regional organisations. This is a diverse portfolio. 

• Manage the administration that comes with project delivery, including scheduling, 
correspondence and documentation 

• Work independently day to day, managing your own workload 

2.  Research and analysis 

• Assess data, research and policy to support the advice 150Square provides to clients 

3.  Client support 

• Support client relationships across the regions, with some travel required to meet 
clients across WA 

 

Position details 

• 0.6 FTE, part time 

• Work from home, with flexible hours 

• Based in regional WA, with some travel required 

• Remuneration: $80,000 pro rata, plus superannuation and monthly small office 
reimbursement 

Essential 

• Strong communication skills 

• Project management and administration experience 

• Ability to assess data, research and policy 

• Ability to work independently and manage your own workload 

• Drivers licence 

• Microsoft 365 

Highly desirable 

• A background in regional, economic or community development (not essential) 
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Selection Criteria 

Applicants for the Projects and Administration role will be expected to demonstrate 
capability across the following areas: 

Communication skills 

The applicant has strong written and verbal communication skills. They are able to engage 
with clients and stakeholders professionally, adapt their communication style to different 
audiences, and produce clear and accurate documentation. 

Project management and administration 

The applicant has experience coordinating projects and managing the administration that 
comes with them. They are organised, reliable, and can manage multiple tasks and 
deadlines at once. 

Data, research and policy 

The applicant is able to assess data, carry out research and work with policy documents to 
support a piece of work. They can identify what is relevant, synthesise information 
clearly, and present it in a useful way. 

Working independently 

The applicant is able to manage their own workload and priorities with minimal day to day 
supervision. They show initiative, follow through on tasks, and communicate proactively 
when issues arise. 

Applicants should address each of the following selection criteria in their application. 
MAX 250 WORDS: 

COMMUNICATION SKILLS * 

Describe your experience communicating with community or stakeholders, in writing and in 
person. 

 

 

PROJECT MANAGEMENT AND ADMINISTRATION * 

Describe your experience coordinating projects and managing the administration that comes with 
them. 

 

 

DATA, RESEARCH AND POLICY * 

Give an example of how you have assessed data, carried out research, or worked with policy to 
support a piece of work. 
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WORKING INDEPENDENTLY * 

Describe how you manage your own workload and priorities when working with minimal day to day 
supervision. 

 

 

REGIONAL, ECONOMIC OR COMMUNITY DEVELOPMENT BACKGROUND (OPTIONAL) * 

If you have a background in this area, tell us about it. This is not essential. 
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Application Form for the position of Projects and Administration 

 

Title *  

Full first name *  

Last name *  

Date of birth  

Gender  

Current employment status?  

If employed: position  

If employed: employer  

Residential address: Street  

Suburb  

State  

Postcode  

Mobile phone *  

Home/business phone  

Email *  

LinkedIn profile (if available)  

How did you find out about this role?  

 

REFEREES: Details for two referees are required. 

 

Referee 1: Name *  

Relationship to applicant *  

Phone *  

Email  

 

Referee 2: Name *  

Relationship to applicant *  

Phone *  

Email  

 

Privacy notice 

The information you provide will only be used by 150Square to consider your application 
for this role. All information will be stored securely. If you do not provide the information 
requested your application may not proceed. 


