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POSITION DESCRIPTION:
Executive Assistant


	[bookmark: _Hlk31880613]Position Title:
	Executive Assistant

	Status
	Permanent Part/ Full Time (4-5 days/ week)

	Classification:
	SCHADS Level 4 (Above Award)

	Reports To:
	Chief Executive Officer (CEO)

	Direct Reports:
	Nil

	Team:
	 Administration

	Key internal contacts
	CEO, Board, Director Clinical Services, Head of Advocacy, Head of Marketing, Communication and Fundraising, Administration team

	Key external contacts
	Government agencies, corporate partners, providers & non-government agencies



PURPOSE OF THE POSITION
The purpose of this role is to provide a high level of executive and administrative support to the Board, CEO and Leadership Team of Full Stop Australia (Full Stop). 
In providing this support the position exercises a high degree of communication competence, discretion and confidentiality. This enables the organisation to run efficiently and effectively so that we can provide a quality, timely and reliable service. 
 
In providing this support the position exercises a high degree of autonomy, communication competence, discretion and confidentiality. This enables the organisation to run efficiently and effectively and deliver on our vision.
The Executive Assistant will have a good understanding of the internal and external environment impacting Full Stop and will work alongside the Board, CEO and Leadership Team to promote Full Stop’s vision, brand, operations and success.  

KEY ACCOUNTABILITIES 
The primary functions of the position will be to manage the CEO’s diary and administration, support the governance processes of the organisation, support communications, and assist with the management of accreditation processes on the CEO’s behalf. 
CEO Support:
 
· Providing administrative support at an executive level to the CEO. 
· Manage the CEO’s diary, manage priorities, schedule meetings, organise supporting documentation.
· Co-ordinating meetings, meeting administration, preparation of agendas/papers and assistance with scheduling of meetings, attendance at meetings, minute taking where appropriate. 
· Provide support for key events.
· Work with the Marketing and Communications team to support the CEO to engage with media.
· Make travel and accommodation arrangements as required.
· Support the CEO to implement and report on progress against the Strategic Planning.
· Build and maintain strong working relationships with internal and external stakeholders.
· Act as a point of contact, providing a bridge for smooth communication between the CEO, staff, stakeholders demonstrating leadership to maintain credibility, trust, and support with the CEO.
· Co-ordinate CEO Board reporting, drafting reports as required. 
· Manage information flow in a timely and accurate manner.
· Manage CEO’s expense reporting and reconciliation.
· Draft correspondence for internal and external communication – emails, presentations, reports.
· Support a structured and organised electronic filing system.
· Undertake any other duties as required by the CEO.

Leadership Team

· Schedule and support Leadership Team meetings to enable an action-oriented approach.

Board and Governance:

· Minute taking at Board meetings where required.
· Prepare draft CEO Board reports.
· Distribution of Board papers.
· Support the Chair and CEO to ensure the smooth running of the Board forward agenda.
· Keep Board Director information updated as required externally. 
· Support the Board in the planning and delivery of Annual General Meetings.
· Coordinate the approval process for new membership applications and maintain the membership register.

Quality Assurance:
· Quality assurance support work.
· Quality assurance and compliance agendas. 

General Administration:
· Assist the administration team where required.

The Executive Assistant will also:
· Comply with the Organisation’s policies and procedures.
· Work in accordance with the organisation’s best practice and quality assurance framework.
· Participate in the organisation’s projects and activities.
· Attend and actively participate in the organisation’s meetings.
· Participate in professional development. 
· Ensure work practices are ethical and comply with the Full Stop’s Code of Ethics and the code of the any professional associations to which the employee may be a member.

KNOWLEDGE, SKILLS AND EXPERIENCE 
[bookmark: _Hlk31885459]Essential
· Demonstrated experience (2+ years) acting as an Executive Assistant, Personal Assistant or similar.
· Significant prior experience providing secretariat services for boards and committees including the preparation of agendas, meeting papers, reports and minutes.
· Outstanding administrative, organisational and time-management skills, with strong attention to detail.
· Outstanding interpersonal skills with experience building and maintaining strong working relationships with a diverse range of people.
· Outstanding written and verbal communication skills.
· A proactive problem solver who can confidently make decisions with meticulous attention to detail and operate well under pressure. 
· Capacity to make informed decisions that align with the CEO’s objectives, Full Stop’s practices, behaviours and established strategic directions.
· Commitment to Full Stop’s vision and philosophy with an understanding of Full Stop’s vision, feminist values and principles, and an ability to work in accordance with policies and procedures to promote the values of Full Stop.
· Strong computer skills including advanced Microsoft Office (Word, Excel, Outlook, PowerPoint) and working within cloud based environments.
· Commitment to and understanding of the provision of services from a feminist perspective.
· Knowledge of the causes and consequences of sexual assault, family and domestic violence.
· Demonstrated ability in working cross-culturally.

Desirable
· Experience in the community, women’s safety or Women’s Health sector will be highly regarded.
· Tertiary qualifications in Administration, Business, Project Management, Communications.
· Interest in Not for Profit governance would be welcomed. 
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