
 

  1 of 5  

Position Description September 2019 

neaminational.org.au 

Position description 

Executive Assistant 

Section A: Position details 

Position title: Executive Assistant  

Employment Status Part time (0.6FTE)  

Classification and Salary CSS Level 3 from $70,903 - $76,305 pa (pro rata) dependent on skills 
and experience 

Location: Neami Hendon 

Hours: 3 days per week between Monday to Friday 9:00am to 5:30pm  

Contract details: Maximum Term Contract until 26 June 2020 

Organisational context 

Neami National is a community-based recovery and rehabilitation service supporting people living 
with mental illness and other complex needs to improve their health, live independently and pursue 
a life based on their own strengths, values and goals.  

We provide services in more than 54 locations, ranging from the inner-city and suburbs to regional 
and remote parts of Australia.  

Our vision is for full citizenship for all people living with a mental illness in Australian society. Our 
mission is to improve mental health and wellbeing in local communities across the country. 

We believe that recovery is an individual process and that with the right kind of support everyone 
can live a life based on their own strengths, values and goals for the future.  

We use an approach called the Collaborative Recovery Model (CRM) to support people through our 
services. The CRM assists individuals to identify their personal strengths and values, to set goals and 
then helps them make progress towards achieving them. 

As an organisation based strongly on our mission, vision and values, Neami is committed to 
demonstrating the highest standards of safety and quality across all services. Neami views quality, 
safety and clinical governance activities as key components of the role and responsibilities of all staff 
and an essential process in the provision of safe and high-quality support services to consumers.  

We acknowledge Aboriginal and/or Torres Strait Islander peoples and communities as the 
Traditional Custodians of the land we work on and pay our respects to Elders past, present and 
emerging. We recognise that their sovereignty was never ceded. Neami National is committed to 
cultivating inclusive environments for staff, consumers and carers. We celebrate, value and include 
people of all backgrounds, genders, sexualities, cultures, bodies and abilities. We are an 
environmentally conscious organisation. 

We are a smoke free organisation. 
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Position overview 

The primary focus of the Executive Assistant role is to provide high-level executive assistance to the 
South Australian State Manager.   

The Executive Assistant is co-located with the South Australian State Manager, to facilitate the 
development of close working relationships based on trust and an awareness of the South Australian 
State Manager’s preferences and administrative support needs. 

Period of employment 

Part Time, Maximum Term contract until 26 June 2020; subject to a 6-month probationary period.  

Accountability 

The Executive Assistant is managed by and accountable to the South Australian State Manager.  

Conditions of employment 

The terms and conditions of employment will be in accordance with the Neami National 
Employment Agreement – Corporate Support Services Level 3: $70,903 - $76,305 (pro rata) 
depending on skills and experience.   

A number of benefits are available to staff, including generous salary packaging with rewarding NFP 
fringe benefit tax exemptions.  

Core requirements prior to any offer, or commencement of employment: 

• Criminal record checks are mandatory for all new appointments. Neami National will cover the 
cost of an Australian check. Where a new employee has lived outside of Australia for 12 months 
or more within the last 10 years, the cost of an International check will be borne by the applicant 
(~$142.00) 

• SA Working with Children checks is required before commencement of work. 

• You must maintain a right to work in Australia, in the position and location of employment 
during your employment with Neami. You must comply with all terms of any such grant of a 
right to work in Australia. 

Section B: application procedure 

To discuss the position, please contact: 

Name: Kim Holmes  
Title: South Australian State Manager 
Contact Phone Number: 0434 332 718   

 
Applications should include a CV and a Cover Letter explaining your interest in the position and 
working at Neami National.  You do NOT need to provide a written response to the selection criteria. 

To apply, please: 

• Include three current referees. 

• Ensure files are in Word (.doc) or Adobe Reader (.pdf) format 

• Submit your application via the following link: https://neami-national.workable.com/  

Closing date for applications:  Friday 20 September 2019 at 5pm ACST  
Please visit www.neaminatinal.org.au for more information on our organisation, services and other 
employment opportunities around Australia.   

https://neami-national.workable.com/
http://www.neaminatinal.org.au/
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Section C: key responsibilities  

Provision of Executive support to State Manager  

• Manage email and other correspondence 

• Information management systems  

• Scheduling meetings and other appointments 

• Coordinating meeting logistics, including preparation of meeting papers and IT requirements 

• Coordinating travel, including reconciliation of expenses 

• Event management 

• Data collection and systems as required 

• Report & other key document proofing, formatting and submission as required  

• Secretariat support for meetings including minute taking, as requested by the State Manager 

• Ad hoc research and project work, as required 

Provision of Administrative Assistance to Regional/Service 
Managers 

• To be determined by State Managers, depending on the amount of EA time they decide to 
allocate to their managers 

Team Participation and Peer Support  

• Meet with Executive Assistants from other states and the Executive Secretary (who reports to 
the CEO) on a regular basis for confidential peer de-briefing and support and sharing of systems 
and processes related to the Executive Assistant role 

• Actively participate in reflective practice through meetings, decision-making processes, 
supervision and staff development activities 

• Assist the team of Executive Assistants to further develop best practice, review and develop 
policies, and project submissions 

• Support Neami National efforts in reducing our impact on the environment and work towards a 
sustainable future 
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Section D: key competencies 

Creating diverse staff teams 

The values, skills, attributes and commitment of our staff are key to our success and reputation as a 
national mental health service that provides high quality support services to people living with a 
mental illness. 

We are strongly committed to further developing and diversifying our work force as part of our 
strategic directions. 

We celebrate multidisciplinary teams and value the rich skills and experiences brought by applicants 
from a range of sectors and professional backgrounds.  

Further depth is brought by those from diverse cultural backgrounds, Aboriginal staff, and those 
with lived experiences of mental illness and recovery, all of whom are strongly encouraged to apply 
for any roles that match their skills and interest. 

The following competency criteria will inform our selection decision: 

Essential: 

• A high level of energy, enthusiasm and flexibility, along with a commitment to team work and a 
willingness to learn about Neami National 

• A high level of verbal and written communication skills and a demonstrated ability to use 
initiative and work effectively to time lines 

• Confidence and maturity to assist consumers, staff and visitors; including the capacity to handle 
sensitive and confidential material with discretion 

• Demonstrated experience in designing and implementing administration procedures, as well as 
experience in data entry and reporting 

• Sound knowledge of the Microsoft Office Suite (including email and internet) and proven 
experience working in a computerised environment 

• Demonstrated ability to work effectively while managing a range of tasks; and the skill to 
organise and prioritise tasks on a daily, weekly and monthly basis 

• Proven ability to solve problems by collecting the right information, analysing the information, 
developing a solution and evaluating the success of the solution 

Adhering to principles and values 

• Demonstrates integrity and credibility, and fosters open honest communication 

• Demonstrates commitment to the organisation and its values  

• Upholds ethical behaviour, consistent with values as characterised by honesty, fairness 
responsibility and hope 

Working with people and building relationships 

• Adapts to the team and contributes to a positive team dynamic 

• Clearly and effectively conveys information verbally to staff and guests 

• Adapts communication style to meet the needs of others and takes responsibility for 
understanding what others are saying 
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• Relates to people in an open, friendly and professional manner, demonstrating courtesy, tact 
and empathy 

• Shows respect and sensitivity towards diversity 

• Clearly conveys organisational knowledge, providing others with clear direction 

• Establishes professional respectful relationships that have clear boundaries with staff and other 
services 

• Speaks clearly and fluently and writes succinctly in a well-structured and logical way  

Planning, organising and analysing 

• Follows procedures and policies, demonstrating an understanding of the broader organisational 
context  

• Applies knowledge of practices, policies and processes to ensure effective and efficient 
administrative processes 

• Structures and organises administrative tasks to ensure the effective and efficient operation of 
the office 

• Understands newly presented information and is proactive about learning tasks 

• Manages time and prioritises tasks effectively to meet deadlines 

• Takes initiative, acts with confidence and works under own direction 

• Plans activities and projects well in advance and takes account of possible changing 
circumstances 

• Demonstrates the ability to work effectively while managing a range of tasks 

• Probes for further information for a greater understanding of a problem and produces workable 
solutions to a range of problems 

• Has an eye for detail and completes tasks accurately and efficiently 

Adapting and responding to change, and coping with 
challenges 

• Adapts to changing circumstances and responds to the reactions and feedback of others 

• Accepts feedback, reflects, learns and makes changes  

• Maintains a hopeful and positive outlook even during challenging times at work 

• Self regulates emotions and reactions to enable the display of a calm demeanour in any working 
environment 

In addition you will need:  

• Sound knowledge of the Microsoft Office Suite (including email and internet) and proven 
experience working in a computerised environment. 

• Current Australian driver’s licence and access to a vehicle 

 

 


