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Executive Assistant



A. POSITION SUMMARY

	Position Title
	Executive Assistant to the Chief Executive Officer

	Reporting to
	Chief Executive Officer

	Reports
	Nil

	Status
	Part time – 3 days per week

	Location
	44-46 Mandarin Street, Fairfield East

	Salary
	SCHADS Level 5




B. ORGANISATION OVERVIEW
	Woodville Alliance is a medium-sized, community-based organisation with services and programs in disability, mental health, family and youth support, community development and early childhood education and care. Our work is underpinned by a commitment to social justice. Our head office is in Fairfield, and we work across Western Sydney. 

	Our Vision: Social justice and fairness for all, and improved quality of life for people in Western Sydney.
Our Mission: We listen to our clients and the Western Sydney community to deliver community services that strengthen wellbeing, resilience and independence, and achieve impactful outcomes.
Our Values: Compassion. Connection. Diversity. Social Justice. Brave.
Our Culture Statement: We serve the community through respecting and valuing all people. We always put clients first, act with integrity, and keep our promises. We care about each other. We support each other. We’re a team of diverse, passionate, engaged and capable people, committed to being responsive and making an impact.



C. ROLE OVERVIEW
	With the vision for a fairer, more just society and improved quality of life for people in Western Sydney, Woodville Alliance is a value based Not-for-Profit that offers major programs in disability, mental health, family & youth support community development and early childhood education & care. 

Through the provision of efficient, reliable, personal and confidential administrative and secretarial support to the Chief Executive Officer, this position is pivotal in ensuring that Woodville Alliance achieves its strategic and operational objectives as set by its Board and community partners. This role also provides effective and timely management, facilitation and support for various projects and tasks allocated by the Chief Executive such as:
· Manage the CEO diary, ensuring accuracy of information, and constantly checking for movement and clashes
· Creation, collation, and delivery of board packs - this will involve careful time management, planning and chasing the relevant people for the correct documents in a timely fashion
· Provide some additional support to other Executives as requested by the CEO
· Use your innate business acumen to be across all areas of the business, understand what the CEO is trying to achieve and proactively help them by anticipating their needs.



D. RELATIONSHIPS
	Internal
	External

	CEO 
All WA Staff
	WA Board
Community Partners
Clients


E. JOB REQUIREMENTS

	1. GENERAL ACTIVITIES / PROJECTS

	Key Tasks
· Complete research work on industry topics allocated by the CEO
· Project coordination and management
· Event coordination for internal and external meetings including organising catering, booking meeting rooms, organising equipment, managing invitations etc.
· Assist and provide support in the preparation and delivery of presentations and Board reports
· Complete other tasks as directed.
Key Outcomes
· Complete timely, broad and accurate research on nominated topic. Research completed on time and evidence supplied in accurate and professional manner
· Timely and effective assistance is provided to CEO to meet targets and objectives
· Bookings and catering arrangements are coordinated efficiently and effectively, involving the establishment of good working relationships with the various venues and caterers.
· Functions/events are organised in a structured way and communicated to the relevant parties in a timely manner. Direct liaison with facilitators and speakers.
· Ensure all presentations are prepared professionally, and completed on time, paying attention to formatting, branding, signatures, distribution lists etc.
· Documents are completed accurately according to required procedures and in a timely manner.




	2. SECRETARIAL/ ADMINISTRATIVE SUPPORT

	Key Tasks
· Assist the CEO with secretarial and administrative tasks, including but not limited to:
· Filing and record management
· Diary and email management
· Drafting correspondence such as Letters, Staff Memos, Board communication etc.
· Board secretarial support including Board meeting arrangements, Board meeting minutes and follow up, Board document management and filing
· Organise travel, accommodation and catering arrangements
· Support with invoicing, reimbursements and credit card reconciliation
· Supporting other executives as requested by the CEO
· Complete errands as required to support the CEO
Key Outcomes
· Timely administrative/secretarial support is provided regarding maintenance of diaries, correspondence, typing, setting appointments, and collating data and information.
· Accurate and up to date records are maintained including Board records. Information and support are if assists in the strategic planning function for the organisation.
· Advanced written and verbal communication, such that minimal edits required in the drafted correspondence.
· High level of professionalism and maturity demonstrated in all dealings with WA staff and stakeholders.
· High levels of privacy and confidentiality are always maintained.
· Proactive identification of emerging risks/issues and escalation in a timely manner.
· Events and catering organised in line with WA values and in a financially responsible manner.





	3. General

	· Agree to and demonstrate commitment to our Code of Conduct.
· Agree to and demonstrate commitment to our policies and procedures.
· Agree to and demonstrate commitment to the outcomes of the position description.
· Adhere to working conditions as described in the employment contract.




F. RECRUITMENT CRITERIA
	· Demonstrated advanced organisational and time management skills, with a proven ability to deal effectively with competing priorities.

	· Excellent communication skills both verbal and written, with an ability to communicate effectively and professionally with stakeholders at various levels.

	· Demonstrated interpersonal skills with an ability to liaise, develop and maintain effective working relationships with internal and external stakeholders, and able to work both independently and collaboratively within a team to achieve objectives.

	· Ability to actively role model and promote WA Mission, Vision and Values, including fairness, social justice and respecting cultural diversity.

	· High level proficiency in using Microsoft Office programs.

	· Strong attention to detail and the ability to analyse and problem solve.

	· Ability to exercise initiative and perform tasks with minimal supervision.

	· Ability to maintain high degree of confidentiality, discretion and sensitivity 



G. OTHER REQUIREMENTS
	· As you may be required to travel to other sites a current Class C Driver’s License would be preferred but not mandatory
· High level of maturity and critical thinking to be able to assess when to escalate matters to the CEO
· Ability to work efficiently and meet deadlines
· Qualifications and / or experience in organisational and Board governance desirable
· Previous experience in providing executive support or demonstrated advanced organisational skills 




I acknowledge having read and understood the requirements of my position.

	Employee Name

	Employee Signature and Date
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