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Executive Assistant to the CEO
Australian Professional Association for Trans Health (AusPATH)
About AusPATH
AusPATH is the national peak body for professionals working in gender affirming healthcare in Australia. We support clinicians, researchers, and health professionals through education, standards development, advocacy, and research translation. AusPATH plays a central role in strengthening access to best-practice, evidence-based, and person-centred care for trans and gender diverse people nationwide.
Position Overview
Reporting directly to the CEO, the Executive Assistant provides high-level administrative, governance, and executive support to enable the effective operation of AusPATH. The role works closely with the CEO, Board Directors, committees, members, and external stakeholders and is central to the smooth functioning of the organisation.
The Executive Assistant operates with a high degree of discretion and professionalism, proactively managing workflows, tracking actions, coordinating governance processes, and supporting organisational systems. The role requires sound judgement, strong organisational skills, and the ability to anticipate needs in a small, fast-moving national organisation.
Occasional evening or out-of-hours work will be required to support Board meetings or key organisational priorities.
Key Responsibilities
Executive and Administrative Support
· Provide confidential, high-level executive support to the CEO.
· Act as a primary point of contact between the CEO and internal and external stakeholders.
· Proactively manage the CEO’s inbox and correspondence, including triaging, drafting responses, and tracking follow-ups.
· Manage complex diary scheduling, meetings, and appointments.
· Prepare meeting materials, briefing notes, and summaries to support decision-making.
· Arrange travel and logistics as required.
· Process expenses, invoices, and acquittals in coordination with finance systems.
· Handle sensitive and confidential information with discretion at all times.
Governance and Board Support
· Provide secretariat support to the AusPATH Board and committees.
· Coordinate Board and committee meetings, including scheduling, agendas, papers, and logistics.
· Prepare accurate minutes, maintain action registers, and follow up on Board decisions.
· Support the CEO with governance documentation, policies, and compliance requirements.
· Maintain Board records and ensure governance processes are well organised and accessible.
Organisational and Systems Support
· Act as a central administrative contact for day-to-day organisational operations.
· Maintain key organisational records, registers, and document management systems.
· Support the implementation and improvement of administrative systems and workflows.
· Coordinate with suppliers and service providers (e.g. IT, memberships, communications platforms).
· Support internal coordination across projects, committees, and working groups.
Communication and Stakeholder Support
· Draft high-quality correspondence, briefings, and internal communications.
· Support organisational communications, including newsletters and member updates, as required.
· Assist with preparation for meetings, events, and external engagements involving the CEO.
· Liaise professionally with members, clinicians, partners, and stakeholders.
Other Duties
· Undertake other duties and projects as required to support the CEO and organisational priorities.
Selection Criteria (Please provide a written response)
Essential
1. Demonstrated experience providing high-level executive or governance support in a complex organisation.
2. Strong organisational and time-management skills, with the ability to manage competing priorities and work autonomously.
3. Excellent written and verbal communication skills, including experience drafting formal correspondence, Board papers, and minutes.
4. Demonstrated ability to handle sensitive information with discretion and professionalism.
5. Strong problem-solving skills and capacity to anticipate needs and follow tasks through to completion.
6. High-level proficiency with digital office systems (e.g. Microsoft 365 or Google Workspace) and ability to learn new platforms quickly.
7. An understanding of, or strong alignment with, the values and purpose of gender affirming healthcare and inclusive practice, including familiarity with trans and gender diverse communities and their health needs. 
Desirable
1. Experience working in a not-for-profit, health, research, or membership-based organisation.
2. Familiarity with Board governance processes.
3. Experience supporting senior leaders in a small or growing organisation.
Position Details
· Award: Social, Community, Home Care and Disability Services Industry Award (SCHADS)
· Classification: Level 4
· Employment Type: Part-time
· Fraction: 0.6 to 0.7 FTE (Approx. 23-27 hours per week or 3-3.5 days)
· Salary: $55,000 – $64,000 per annum (pro rata), plus superannuation 
· Commencement: January/February 2026
· Location: Castlemaine, Victoria. This role is primarily office-based. Some flexibility in working hours and limited remote work may be available by agreement; however, the majority of working hours will be undertaken on-site at the AusPATH office.
· Contract: Fixed-term (12 months), with potential extension subject to funding
· Probation: 3 months
Required Checks
· Eligibility to work in Australia
· National Police Check
· Working with Children Check (as applicable)
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