
 

EXECUTIVE ASSISTANT 

 

ABOUT THE AUSTRALIA INSTITUTE 
The Australia Institute is Australia’s leading progressive independent think-tank.  We 
conduct original research that contributes to a more just, sustainable and peaceful society.  
Our research covers a broad range of economic, social, accountability and integrity and 
environmental issues to inform public debate and bring greater accountability to the 
democratic process. 

We are looking for an Executive Assistant to assist with office administration and to provide 
executive support to the Chief Operations Officer and senior leadership team.  The 
Executive Assistant will also play a vital role in helping the Chief Operating Officer to 
develop and implement an exciting new project at the Institute – The Anne Kantor 
Fellowship Program.   

The Anne Kantor Fellowship Program will provide opportunities for future leaders to gain 
skills and experience.  Your role will be to assist with the development of the program and 
provide ongoing support, and this may include things such as drafting documentation and 
other correspondence; training coordination; maintenance of contact lists and reporting. 

We are looking for a doer, someone who is organised and efficient, and who enjoys working 
with a high-performing team to get results and create real impact.  

The successful applicant will:  

• Monitor incoming emails, phone calls and correspondence;  

• Provide a full range of office support functions including word-processing, 
meeting coordination, minute taking, and filing;  

• Assist with the management, coordination and support for the Anne Kantor 
Fellowship Program;  

Employer The Australia Institute 

Sector/s Not for Profit (NFP) 

Location Canberra  

Applications close 29 May 2020 

Reports to Chief Operations Officer 

Salary Starting from $60,000 plus super -- higher salary may be 
negotiated, commensurate with qualifications and experience 



 

• Process daily banking and receipting; 

• Prepare monthly corporate card acquittals and financial reconciliations; 

• Special Projects at the direction of the Executive Director; 

• Support the COO to prepare for Board meetings; 

• Other duties as required. 

SELECTION CRITERIA  

Essential 

• Experience in a similar administrative role; 

• Excellent communication skills both written and verbal and ability to maintain 
confidentiality; 

• Ability to work as an effective team member and thrive in a fast-paced work 
environment;  

• Demonstrated experience with MS Word, Excel and other IT systems;  

• Ability to ensure accuracy and attention to detail of information across a number 
of different projects on any given day; 

• Flexible and adaptable to changing needs and priorities; and 

• Ability to manage competing priorities and meet deadlines. 

Desirable 

• Experience with MYOB or Xero. 

The position is full-time, on a twelve-month contract, with the possibility for renewal. Salary 
will be commensurate with qualifications and experience.  

Applications  

To apply, send an application directly addressing the selection criteria in no more than two 
A4 pages, plus a current CV.  

Please forward applications (including contact information, qualifications, experience and 
names and contact details for two references) in confidence to recruitment@tai.org.au 
using the subject line: ‘LASTNAME_Firstname Executive Assistant Application’.  Receipt of 
applications will be acknowledged by email. Only candidates selected for an interview will 
be contacted.  

Applications close strictly 5 pm AEDT Friday 29 May 2020.  

For further information about the position, please contact Kathleen O’Sullivan at 
kathleen@tai.org.au  
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