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Executive Assistant

	EMPLOYMENT DETAILS – Executive Assistant	

	Role type
	Full time
	Award
	SCHADS 4

	Hours per week
	38 hours p/w
	Additional Benefits 
	Access to Salary Packaging 
Hybrid working environment

	Length of Term
	12 Months
	Reports to 
	CEO


About the Alliance 
The Victorian Aboriginal Children and Young Peoples Alliance (the Alliance) is the peak body for Aboriginal Community Controlled Organisations (ACCOs) dedicated to improving outcomes for Aboriginal children, young people, and their families. We work to influence policy, elevate the voices of Aboriginal children and young people, and ensure Aboriginal community-led approaches are central to decision-making.
The Alliance advocates for systemic change that reflects the strength, rights, and resilience of Aboriginal communities, upholding principles of self-determination, cultural safety, and Aboriginal-led solutions. Our values are:
· Self-determination
· Empowerment
· Excellence
· Culture
· Leadership & Accountability

Position Overview
The Executive Assistant (EA) provides high-quality administrative and executive support to the Chief Executive Officer (CEO), contributing to the effective operation of the CEO’s office and the broader organisation.
Working within a culturally strong Aboriginal community-controlled environment, the EA plays an important role in coordinating the CEO’s activities, supporting stakeholder engagement, and ensuring the smooth flow of information.
The role requires strong organisational skills, attention to detail, sound judgement, and the ability to work both independently and as part of a team. The EA will operate with a high degree of professionalism and discretion while supporting the CEO in a dynamic and fast-paced environment.
Key Responsibilities
1. Executive Support
· Manage the CEO’s diary, appointments, and meeting schedule, including coordinating competing priorities.
· Provide administrative support including preparing, formatting, and proofreading correspondence, reports, presentations and briefing documents.
· Assist with preparing meeting materials and ensuring the CEO is well briefed.
· Attend meetings as required to take minutes and track actions.
· Maintain confidentiality and handle sensitive information appropriately.
· Undertake basic research and compile information to support CEO activities.
2. Stakeholder and Office Coordination
· Act as a first point of contact for the CEO’s office, responding to enquiries in a professional and culturally respectful manner.
· Assist in maintaining positive working relationships with Aboriginal community members, partner organisations, and government stakeholders.
· Coordinate meetings, events and forums, including logistics, agendas and documentation.
· Support culturally respectful engagement by ensuring appropriate protocols and practices are followed.
3. Cultural Support
· Work in a culturally responsive and respectful manner that reflects VACYPA’s values and commitment to Aboriginal self-determination.
· Apply an understanding of Aboriginal communities, cultural protocols and ways of working in day-to-day tasks.
· Support the organisation in maintaining culturally appropriate practices in communications and engagement.
4. Administration and Operations
· Coordinate travel and accommodation arrangements for the CEO and staff.
· Manage incoming and outgoing correspondence, including maintaining filing and records management systems.
· Process invoices, expense claims and provide basic support to budget tracking.
· Provide administrative support to the senior leadership team as required, under direction.
Key Selection Criteria
Essential
· Experience working in an administrative or executive support role.
· Demonstrated experience working with Aboriginal communities or organisations, with an understanding of cultural protocols.
· Understanding of and commitment to Aboriginal self-determination and community-controlled approaches.
· Well-developed written and verbal communication skills.
· Strong organisational and time management skills with the ability to manage multiple tasks and meet deadlines.
· Ability to maintain confidentiality and exercise discretion.
· Strong interpersonal skills and ability to work respectfully with a range of stakeholders.
· Proficiency in Microsoft Office 365 and virtual communication tools.
Desirable
· Experience supporting a senior executive or CEO.
· Knowledge of the Victorian child and family services system.
Key Attributes
· Reliable and well organised
· Culturally respectful and community aware
· Proactive and responsive
· Strong attention to detail
· Able to work collaboratively and follow direction
This position is pursuant to the ‘special measures’ provision at section 8 of the Racial Discrimination Act 1975 (Cth). Only Aboriginal and/or Torres Strait Islander applicants to apply.
Conditions of Employment
· A current Working with Children Check and National Police Check (or willingness to obtain).
· Valid Victorian driver’s licence (or equivalent).

image1.png
Victorian Aboriginal
Children & Young
People’s Alliance





