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Title:			YDAS Executive Assistant

Reporting to:	Head of YDAS

Hours:	0.6 FTE, 22.8 hours a week, 3 days per week; flexible working hours between 7am and 7pm Monday to Friday. Please note that attendance may be required for 1-2 meetings per month up to 7pm and may occasionally extend beyond 7pm or be scheduled on weekends. Penalty rates will apply where relevant.

Remuneration:	$77,904.09 p.a. pro-rata, classified under the SCHADS Award at Employment Level 3.1 (YACVic pays above award rates, with generous T&C.)

Status:		This is a permanent, ongoing contract. 	


Location:	Based at the YACVic office in Melbourne CBD. Working from home arrangements are supported and can be negotiated. 

This is a position for a disabled person via the Special Measures of the Equal Opportunity Act 2010 (Vic).

About Youth Disability Advocacy Service (YDAS)
YDAS is a core YACVic agency, funded by the Victorian Government. At YDAS, we place the human rights and interests of disabled young people* at the centre of our work. YDAS undertakes individual and policy advocacy, working with disabled young people to ensure that their human rights are upheld so they can access services and participate as valued and respected members of their communities.  
*In this document YDAS uses identity first language (disabled young people), as per the advice of the YDAS Steering Committee, which is comprised of disabled young people.  However, we recognise that language and identity are personal choices, and that some people may prefer to use other terms including person first language (young people with disability).
About Youth Affairs Council Victoria (YACVic)
YACVic is the peak body and leading policy advocate on young people's issues in Victoria. YACVic’s vision is that the rights of young people in Victoria are respected, and they are active, visible and valued in their communities. For over 65 years, YACVic has advocated for the best interests of young people (aged 12-25 years) and the sector that works with them. YACVic provides additional targeted advocacy and services through our key services, YACVic Rural. YDAS is in the process of transitioning to independence in 2026. 

About the Role
The Executive Assistant provides administrative support to the Head of YDAS, the YDAS Limited Board and the YDAS Youth Committee.  The role requires the confidence and interpersonal skills to engage with stakeholders of all levels, strong administrative competence, and a high level of discretion and confidentiality. 
The Executive Assistant will also assist the Head of YDAS with the YDAS Independence process. This will include assisting with research, tasks and preparation of documents, with a particular focus on supporting the Head of YDAS with grant and funding proposals.  
Major Duties 
1. Diary management, Auslan interpreter bookings, travel bookings, basic research, drafting documents and correspondence, and other administrative support for the Head of YDAS.
2. Coordination, preparation and minutes of meetings and events facilitated by the Head of YDAS.
3. Secretarial support for the YDAS Limited Board and certain Board Committees including the YDAS Youth Committee, including meeting coordination, preparation and distribution of board papers, and minute taking.
4. Be the first point of contact for YDAS, answering incoming calls, and monitoring voice messages, and emails for the info@ydas.org.au inbox.
5. Refer communications to suitable YDAS staff members for action as required.
6. Provide information about YDAS programs, workshops, events, and advocacy services as needed.
7. Attend regular staff meetings and participate as a member of the YDAS / YACVic staff team.
8. Performing any other duties required by the Head of YDAS, having regard to your skills, training and experience. This could include support and facilitation of events.

Key Selection Criteria
1. Commitment to the rights and interests of disabled young people. 
2. Excellent inter-personal skills, with the ability to quickly develop rapport with people of all abilities, backgrounds and seniority.
3. Strong verbal and written communication skills, including drafting of correspondence and note/minute taking.
4. Good administrative and organisational skills, including the ability to effectively prioritise and manage multiple tasks and deadlines.  
5. Initiative, within the boundaries of your role, and a can-do attitude, helpfulness, and the flexibility to change priorities when needed.
6. Demonstrated ability to handle sensitive information with a high level of discretion, maintaining strict confidentiality procedures while using sound judgment in determining appropriate information sharing within organisational hierarchies and external stakeholder communication.
7. Strong computer skills, with demonstrated proficiency in Microsoft Office Suite (particularly Word and PowerPoint). 
8. A commitment to working in line with the Victorian Child Safe Standards including a demonstrated understanding of appropriate behaviours when engaging with children and young people, including those with diverse needs and/or backgrounds. 

Reporting and Accountability
The Executive Assistant reports to the Head of YDAS and also supports the YDAS Limited Board and the YDAS Youth Committee. 

Equal Opportunity and Accessibility Statement 
We are an equal opportunity employer committed to fostering a diverse, inclusive, and accessible workplace. We encourage applications from people of all backgrounds, identities, and abilities.  
We are committed to making reasonable adjustments throughout the recruitment process and throughout employment to support individuals in performing the duties and meeting the requirements outlined above.  
 
Youth Disability Advocacy Service is an Equal Opportunity Employer. Young people, disabled people, people from culturally and/or linguistically diverse backgrounds and Aboriginal people are strongly encouraged to apply for this position. We are committed to promoting diversity and inclusion in our workplace. 
Disability can include those who identify as: 
· Having a health condition or chronic illness, 
· Neurodivergent, 
· Deaf, deaf or hard of hearing, 
· Having a mental illness or lived experience of mental health issues, 
· Blind or have low vision. 

Benefits of working at YACVic
· Generous terms and benefits
· Flexible, disability friendly, family friendly, rainbow friendly
· Fun work culture, with a social purpose, in a fully accessible Melbourne CBD office
· Diversity, working with a dynamic group of youth organisations that includes YACVic Rural and Youth Disability Advocacy Service
· High degree of collegial support & sector-leading professional development
Employment conditions
This is a position for a disabled person via the Special Measures of the Equal Opportunity Act 2010 (Vic). That means you must identify as disabled.
We promote the safety, wellbeing and inclusion of all children and young people, including those with a disability, those who are Aboriginal or those from refugee or migrant backgrounds or who identify as LGBTIQA+. We take child protection very seriously.  
All employees are subject to screening and assessment against the Victorian Child Safe Standards, including rigorous background, identity and reference checks. The successful applicant must provide a current Working with Children Check and Police Check (costs reimbursed) before commencing in the role and must agree to adhere to our child safe policy and code of conduct.
To be eligible to apply for this position you must be an Australian or New Zealand citizen, permanent resident or hold a valid work permit or visa.

Application Process 
Applications should be emailed to Recruitment, via recruitment@yacvic.org.au with ‘Application: YDAS Executive Assistant’ in the subject line and must include: 
 
· Your resume detailing your relevant work experience and qualifications. 
· In a separate document, your response to the key selection criteria, as listed above in the position description, including a brief introduction about why you make a good candidate. 
 
Only applications that follow the above process will be accepted and considered for interview. Please let us know if you require support to complete an application or would like to submit an application in a different format.  
Applications close on Monday, 09 March 2026, 11:59pm with interviews likely to be held in week commencing 16 March 2026
 
If you have any questions about the role, please contact Mija Gwyn (she/her), Head of YDAS mgwyn@ydas.org.au or the recruitment team via recruitment@yacvic.org.au
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