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POSITION DESCRIPTION – Executive Assistant 

REPORTS TO: Executive Director 

GRADE/AWARD/LEVEL: SCHADS AWARD Level 5 

WORK LOCATION: Head Office 

PROGRAM: Executive Directorate 

WORKING WITH CHILDREN: Clearance Required 

PURPOSE 

The position exists to provide professional administrative and projects support to the Executive Director. The 
Executive Assistant/Projects Officer performs the full range of Executive administrative support to ensure the 
smooth and effective administration of the Executive Director's office This position also has dotted line 
reporting to the Executive Manager People and Culture to enable a coordinated approach in support of 
CatholicCare's outcomes and service delivery. 

The role requires professionalism, sound judgement, discretion, initiative and the ability to work autonomously 
and efficiently while communicating effectively with internal and external stakeholders. It is also anticipated 
that the Executive Assistant will always engage with all stakeholders in a manner that brings credit to 
CatholicCare and to the Executive Director 

RESPONSIBILITIES  

1. Provide executive administrative and governance support to the Executive Director  

• Provide high quality administrative and secretarial support to the Executive Director, including preparation 
of draft correspondence for signature and preparation of presentations  

• Manage incoming and outgoing communications for the Executive Director, directing enquiries as 
appropriate or responding on behalf of the Executive Director where possible within authorised levels and 
knowledge 

• Diary and appointment management for the Executive Director, this will include coordinating various 
meetings (for example, Senior Leadership and Advisory Council meetings)  

• Arrange travel and accommodation for the Executive Director as required and prepare a comprehensive 
itinerary.   

• Routinely manage credit card and other financial transactions (e.g. payment of invoices) of the Executive 
Director 

• Maintain the Executive Director's task list ensuring that appropriate and timely actions are taken or 
followed – including approval requirements as Principal Officer (BIS Plans, RPAs, Investigation reports) 

• Support other administration/reception roles as first line of enquiry for potentially difficult or complex 
matters  

• Professional and timely preparation and distribution of agendas before meetings, taking minutes and 
compiling papers for various meetings and committees, including the Advisory Council 
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• Establish and maintain effective file management systems to manage all correspondence and paperwork 
associated with the office of the Executive Director, including the systematic protection, filing, retrieval, 
transfer and disposal of confidential records 

• Review, collate and prepare funding documentation, including liaison with government departments as 
required by the Executive Director 

• Manage processes and activities related to the Executive Director's role as the Privacy Officer and the 
Responsible Officer for CatholicCare 

• Maintain CatholicCare Brokerage Agreements and peak body memberships 

• Manage the flow of information requiring sign off between the Bishops office and the office of the 
Executive Director; maintain a register of documents provided to the Trustees for signature; maintain 
registers of all Delegations across all areas.  

• Support and assist the CatholicCare Senior Leadership Team and managers as required 

• Work closely with the Executive Manager People and Culture, the Manager Marketing and 
Communications to support employee engagement and communication initiatives. 

• Any other reasonable activities as may be required by the Executive Director in the fulfilment of the Head 
of Agency role from time to time. 

 

2. Provide Project Support 
 

• Assist the Executive Director to successfully meet project milestones and deliverables through strong 
organisational and communication skills. 

• Professionally complete administrative tasks within a project as required in support of the Executive 
Manager People and Culture and Executive Director.  

 

3. Risk and Safeguarding  

• Promote a 'risk-aware' culture where staff proactively identify, report and address all forms of risk to 
clients, staff and CatholicCare; 

• Provide an environment that is safe for children and vulnerable adults, free from harm and promoting staff 
commitment to safeguarding; 

• Ensure compliance with incident management, reporting and escalation requirements and that 
organisational obligations under mandatory reporting, child protection, safeguarding and WHS are met; 

• Assist Safeguarding team in supporting approvals required by ED relating to Safeguarding matters.  

• Assist Senior Leaders in relation to External/External complaints as per CatholicCare policies and 
procedures; 

• Ensure safety standards are maintained for self and others and all hazards and incidents are reported 
within appropriate timeframes; 

• In line with the Vicarious Trauma (VT) management program, monitor VT symptoms in self and role model 
and promote self-care strategies to address these symptoms 

• Ensure that breaches of policy and procedures are reported immediately and appropriately. 

4. Promote and uphold the Mission, Vision and Values of CatholicCare Diocese of Broken Bay  

• Reflect and work positively within CatholicCare’s Mission and Core Values of Respect, Hope, 
Commitment, Professionalism, Excellence and Social Justice through every communication and action.  

• Model CatholicCare's Code of Conduct and Ethical Behaviour. 
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5.General responsibilities 

• Comply with relevant State, Federal and Local Government legislation, regulations, permits and by-laws; 

• Adhere to and promote CatholicCare's delegations, policies, procedures and general conditions of 
employment; 

• Contribute collaboratively to planning and review days, key events and quality improvement processes; 

• Participate constructively in supervision, goal and development planning and reviews, professional 
development and training; 

• Other suitable duties as directed from time to time within skill set, knowledge and scope. 

SUPERVISORY RESPONSIBILITIES 

The Executive Assistant has no direct staff supervision responsibilities. 

SPECIAL CONDITIONS OF EMPLOYMENT 

Attendance may be required to ad hoc meetings on occasion after hours for example at Advisory Council 
meetings. This is not a regular requirement but may happen on occasion.  

REQUIRED COMPETENCIES   

To perform the job successfully, the Executive Assistant should demonstrate the following competencies: 

• Initiative –   Taking responsibility for the completion of tasks with limited direction, the ability to act 
independently & accountably to achieve required outcomes, with sound judgement as to when to take 
issues to the next level and when to make decisions and take actions without further guidance 

• Oral and Communication skills – the ability to express yourself clearly and professionally in business 
writing and in conversations and interactions with other 

• Flexibility and responsiveness – the ability to be responsive and flexible in a changing and evolving 
market, embracing and supporting change. 

• Risk management – anticipation, mitigation and resolution of issues relevant to the role 

• Information management skills – the ability to maintain, provide and distribute information appropriately 
and confidentially 

• Respect – accepting of individual differences and treating others with dignity; demonstrated support for 
the organization and its missions and goals 

• Building collaborative relationships – the ability to develop, maintain and strengthen partnerships with 
others inside and/or outside the organization and provide information, assistance and support 

• Project management skills – the ability to manage a set ‘task based’ project from end to end including 
sound time management and organisation skills and the ability to see a task through to completion. 

• Self-management - the ability to use initiative, prioritise and develop and maintain professional practices 
in a responsible manner 

 

EDUCATION, KNOWLEDGE, AND EXPERIENCE 

Essential: 

• Experience supporting a senior manager, ideally within a not-for-profit environment 



Position Title: Executive Assistant 17055-154 Page 4 of 4 
Revised: 21 July 2020 

• Highly developed professional written and verbal communication skills across a range of areas, including 
advanced proofreading and editing skills 

• Advanced computer literacy and keyboard skills, including use of all Microsoft Office applications, 
Advanced PowerPoint, Word, Excel, Outlook, Web based applications 

• Strong skills in records management and tracking information flow 

• Initiative, flexibility, reliability, and the ability to work with excellent attention to detail in a dynamic and high 
pressure environment 

• Ability to develop and maintain appropriate systems for high volumes of information flow and to support 
business improvements as required 

• Well developed time and project management skills 

• Excellent interpersonal and relationship-building skills, and a solution-focused approach 

• A calm, courteous and welcoming demeanour 

• An extremely high regard for confidentiality, reliability and integrity with respect to all interactions with 
members of staff and the broader community 

• Proven organisational skills and ability to multi-task, prioritise and deliver to deadlines 

• Demonstrated ability to work collaboratively as part of a team within Head Office and to be self-directed in 
times of absence of the Executive Director 

• Ability to anticipate the professional requirements of the Executive Director 

Desirable: 

• Certificate IV or above in Business Administration or similar 

• Sound understanding of the community services sector 

• Current Drivers Licence 

• Experience with Survey Monkey, Eventbrite, similar software. 
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