
 
 

 

             

 
  

OBS has been recognised as one of Australia’s top 
ten places of employment for the last two years 

 

 

 
National Services Support 

 
OBS is a fun and funky Microsoft Gold Partner well known for our reputation in delivering Microsoft SharePoint and Exchange 
solutions to many of Australia’s greatest companies. We help organisations use technology to create High Performance 
Workplaces – improving communications, leveraging business information and encouraging knowledge-sharing cultures. Most 
importantly, we’re known for our great culture where people feel valued, respected and have FUN! We have recently been 

named as the number 3 in Australia 2010 for best places to work in the BRW!!  
 

We are seeking a gun administrator who is dynamic, fun and keen to progress their career.  
 
Responsibilities include: 
 

¶ Assisting the IT Services team with all administrative duties  

¶ Producing team reports on Excel spreadsheets  

¶ Coordinating and checking quotes and proposals for customer engagements  

¶ Preparation of customer billing  and invoices  

¶ General customer service to the busy IT team of 40 + staff  

¶ Being the information guru on all processes for the team  

¶ Managing the weekly timesheets process 
  

The successful applicant will have: 
 

¶ Previous administration and customer service experience in a fast paced environment  

¶ Great communication skills – both written and verbal  

¶ An upbeat phone manner!  

¶ Excellent team skills, proven ability to be a key contributor to a team  

¶ Intermediate to advanced Excel and Word skills  

¶ Good problem solving abilities  

¶ Attention to detail ESSENTIAL  

¶ Outstanding customer service skills  

¶ Proven organization skills and will know how to show initiative  

¶ Self motivation and be willing to learn and take on new things  

¶ Have a sense of humour and enjoy an environment where you get to do interesting work and grow in skills! 
  

 
 
 



 
 

 

We offer: 
 

¶ A kick ass place to work 

¶ An awesome team of people to work with 

¶ Access to the latest and greatest technology 

¶ A brand new laptop every 2 years 

¶ An Xbox room to challenge your teammates 

¶ Mobile phone and internet allowances  

¶ Share options in the company  

¶ Personal and Career development  

¶ A company that genuinely cares about YOU 

¶ Flexibility to work in the way that brings out the best in YOU 

¶ The ability to do what you love, in an environment that supports YOU 

¶ A focus on health and wellbeing – sporting teams, discounted gym memberships, fresh fruit, health checks and more! 

¶ Fruit, great coffee, soft drinks, juice, wine and lots of beer :-) 

¶ And much more... 
 
If this sounds like you, we would like to hear from you today. Please contact Jenni Pavlou, People and Performance Consultant at 
hireme@obs.com.au for more information about the role and your potential career at OBS. 
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