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	POSITION TITLE:
	EXECUTIVE OFFICER
This is a newly created position and it offers great opportunity.

	
OFFICE LOCATION:
	National Council Secretariate 
Deakin West, ACT

	REPORTS TO:
	National Council Chief Executive Officer 

	
PROFESSIONAL RELATIONSHIPS:
	· National President through the Chief Executive Officer 
· Members of National Council through the Chief Executive Officer
· National Council Standing Committees & Advisory Committees
· National Council Presidents from the Oceania Region
· Members who assist the work of the International Council General (CGI is based in Paris)
· Other National Council Secretariate (‘NCS’) employees
· Society Chief Executive Officers –while there are 24 legal entities, the NCS works with nine key CEOs – some CEOs hold ‘group CEO’ positions.
· Society CEOs’ Personal/Executive Assistants

	
ENTITIES IN SCOPE
	The Chief Executive Officer manages the following entities:
· St Vincent de Paul Society National Council of Australia Inc. Vinnies - National Council - Good Works | Vinnies
· St Vincent de Paul Society National Redress Scheme Ltd National Redress Scheme | St Vincent de Paul | Vinnies
· Oceania Partnership Program Secretariate.

	
CONDITIONS OF
EMPLOYMENT:
	Full time; with a six-month probationary period
The Society recognises and applies the National Employment Standards
https://www.fairwork.gov.au/employment-conditions/national-employment-standards

	
HOURS OF WORK:
	76 hours per fortnight; generally 08:30 – 16:30
Some outside normal work hours activities are required, (may include a small number of hours on up to three Saturdays p.a. for meetings).
This is a central role in the Secretariate and as such there is a need to be in the office when the CEO is in the office. National Council Secretariate does have a flexible in-office and work from home approach which by mutual agreement may be used on occasion following the probationary period.

	
SALARY:
	Level to be determined with successful candidate (in excess of $110,000 p.a.) plus 12% SGL.
FBT (i.e. salary packaging) options are available following successful probation.
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	OUR PURPOSE AND OUR VALUES

	The Society is concerned not only with alleviating need but also with identifying the unjust structures that cause it. (The Rule, Part I, Article 7.1)
MISSION
The St Vincent de Paul Society is a lay Catholic organisation that aspires to live the gospel message by serving Christ in the poor with love, respect, justice, hope and joy, and by working to shape a more just and compassionate society.
VISION
The Society aspires to be recognised as a caring lay Catholic organisation offering a ‘hand up’ to people in need. The Society’s Members do this by respecting the dignity of those we assist, sharing our hope and encouraging them to take control of their own destiny.
SAFEGUARDING
National Council, on behalf of the Society in Australia, commits to protecting the safety and wellbeing of all children and adults at risk who come into contact with the Society in Australia.
National Council, acting as the “Church Authority” to Australian Catholic Safeguarding Ltd (ACSL), represents the Society in Australia on safeguarding matters that relate to the National Catholic Safeguarding Standards (NCSS). National Council is not responsible for a State or Territory Council’s compliance with civil safeguarding legislation or regulations.

	WHO WE ARE

	The St Vincent de Paul Society National Council of Australia (‘National Council’) is united in its spirituality and management through the International Confederation of the St Vincent de Paul Society (The Rule, Part II, Art. 1.1).
National Council is instituted or established by the International Council General (Part III, Art. 15) and follows the international and Australian statutes outlined in The Rule1.
National Council is governed by The Rule which, inter alia, embraces the principle of subsidiarity such that decisions are made as close as possible to the level where activities are performed ensuring local circumstances are taken into consideration (Part I, Art 3.9).
The Society in Australia consists of the National Council and six State Councils and two Territory Councils that together assist the Society’s Members carry out good works. In common language, it has a governance structure similar to a federation.
Under The Rule, the National Council is the Society’s superior council in Australia (Part II, Art. 1.6). The members of National Council are the Stewards of the Society in Australia. National Council authorises the legal entities that operate in Australia in the name of the St Vincent de Paul Society. Each of the Society’s nine councils in Australia (that exist in each Australia State and Territory) is registered as a charity with the Australian Charities and Not-for-profit Commission.
Each of these nine councils has established a civil incorporated entity as the vehicle to deliver charitable works within their jurisdiction. National Council has established a legal entity to assist it to implement the mission of National Council in the civil environment. T
At the national level, this entity is St Vincent de Paul Society National Council of Australia Inc. (‘the Association’) and it is registered to operate in every state in Australia. In this Position Description, the Association is referred to as National Council.



[bookmark: _bookmark0]1 The Rule is the international Society’s internal manual that outlines Vincentian spirituality, the importance of servant leadership relationships and its governance framework. The Rule consists of three Parts. Part III sets out how the Society in Australia operates and implements its Mission.
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	National Council and some of the state and territory councils have established and control separate subsidiary legal entities to assist in the good works of the Society. Each subsidiary entity is registered with the ACNC.
National Council has a Secretariate referred to as the NCS. The NCS supports the work of National Council and interacts with Members and employees from across the other eight jurisdictions and related entities. The Chief Executive Officer liaises with National Council in order to deliver its Strategic Plan to work towards a fairer Australia.
The successful applicant will be provided with a thorough induction into the Society including its governance structure and where the Secretariate sits within the structure.

	ABOUT THE POSITION

	The National Council’s Secretariate consists of a highly energised group of individuals who bring considerable experience and expertise that have helped build a strong talented and committed team that seeks to advance the Mission of the Society in Australia in collaboration with Society Members and State and Territory colleagues. 
The Executive Officer role is a new position. It is being established to increase the capacity of the NCS to respond to the complexities and the broad range of subject matters being addressed by National Council in the domestic and the international spheres.  This position has been designed to work in unison with the Chief Executive Officer which will require working with limited supervision once the Executive Officer is confident to operate within the protocols that attach to the governance environment.
The functions of National Council are outlined here (https://bit.ly/4ymUyLo) Page 104 The 2025 Annual Overview is available here. (https://bit.ly/4xAhx5r)

The Executive Officer works closely with the Chief Executive Officer to assist plan, manage and deliver activities that align with National Council’s Strategic Plan in a timely manner.  This can be a fast-paced environment where the agenda being pursued often may require tweaking as new information comes to hand and is absorbed. The role requires collaboration with other members of the Secretariate who manage various streams of activities. confidence and resilience along with exceptional knowledge of and skills in Microsoft products. 
The Executive Officer provides a range of timely administrative and executive support and related services to the Chief Executive Officer and, through him, to the wider Secretariate on some shared projects.  As well, this role is responsible to ensure smooth interface and interactions when liaising with key stakeholders who hold relationships with the Society through the Chief Executive Officer including:
Domestic
· National President, Deputy President and Directors of the Board
· Presidents of State and Territory Councils where required
· Chief Executive Officers of State and Territory Councils and other Society entities and their respective Personal Assistants
· Commonwealth Ministers and politicians
· Commonwealth Government officials and departmental officers
· Commonwealth working groups and not-for-profit peak bodies working groups
· CEOs from other NGOs from the not-for-profit sector 
· The Chief Executive Officer is a member of the National Shelter Board of Directors.
International
· Office holders appointed by the Society’s President General International – these are the International Territorial Vice president and his team
· National Presidents, volunteer office holders and employees from overseas National Councils in Asia and Oceania Regions
· Persons involved in the Oceania Partners Forum which has secretariate support services delivered by National Council’s Secretariate.
Given the scope of the above, the Secretariate can be a fast-paced environment.  The successful person will need to bring resilience, adaptability and joy as they become a vital lynch-pin within the Secretariate.
Together with the Chief Executive Officer, the Executive Officer will demonstrate they bring the capacity to manage and stay on top of multiple tasks at any one time; make decisions about prioritising a variety of tasks in an operational environment where priorities can change during a single day and reading changing and evolving circumstances in order to respond. It requires a deal of confidence, self-resilience and a passion to stay on top of a range of important stakeholder-related matters.
The successful person must be comfortable and confident that they can successfully master and thrive in such an operational environment.

	KEY BUSINESS DRIVERS

	This position is directly responsible to the Chief Executive Officer for the following Key Business Drivers:
1. Organising internal and external meetings and liaising with stakeholders
2. Management of incoming emails & diary management
3. Coordinating domestic and international travel and accommodation arrangements
4. Assisting with the preparation of high-quality documents, reports and letters
5. Formatting of documents prepared by the Chief Executive Officer – you MUST have an advanced knowledge of Microsoft Word and know about all aspects of formatting
6. Preparation, coordination and distribution of Board Agenda, Board Packs and other relevant papers/information for meetings via an electronic platform (‘OnBoard’)
7. Organisation of meetings of the Board of Directors including logistics, event planning, IT set up
8. Organisation of Board Standing Committees and Advisory Committees meetings (mainly online)
9. Other duties may be required, as directed, commensurate with skills and abilities.

	These KBDs cannot be delegated without the authority of the Chief Executive Officer or their delegate. Other duties may be required, as directed, commensurate with skills and abilities.

	OH&S RESPONSIBILITIES

	National Council recognises its moral and legal responsibilities to provide a working environment for its employees, volunteers, contractors, visitors, the general public and those whom we serve (our companions and our residents) that is safe and healthy.
This position is responsible for ensuring that the activities they perform are conducted in accordance with the Association’s Occupational Health and Safety Management System and in a manner that minimises the risk of injury or ill health to all people affected by the activity. Where the risk of injury or ill health cannot be eliminated completely the Executive Officer working with the Chief Executive Officer is to ensure that appropriate and effective controls are documented and implemented to reduce the risk as far as practicable.

	PROFESSIONAL DEVELOPMENT

	The National Council supports the ongoing professional and educational development of its employees.
The Chief Executive Officer will assist the employee identify professional development opportunities and there shall be a personal development plan that is reviewed and updated each year.

	SELECTION CRITERIA

	Demonstrated experience (8+ years) in providing support to C-level positions and the capacity to deliver such support services with limited daily supervision.

	MUST HAVES
	Must articulate examples of the following skills:
· Past experience of working cooperatively with a Chief Executive Officer and Directors of a Board of Directors.
· Past experiences of building internal relationship and managing external stakeholders
· Can demonstrate the highest level mastery at formatting documents – eye for detail and consistency
· Understands the application of ‘confidential’ across all environments and demonstrates ability to manage sensitive and confidential information
· Brings proficient knowledge and a command of English grammar
· Loves a challenge and enjoys solving these by exercising initiative and collaboration

	ESSENTIAL
	Must demonstrate the following:
· Above average written and oral communications skills; e.g. ability to follow instructions
· Time management skills, including the ability to prioritise, manage multiple tasks and meet deadlines
· Ability to work independently with limited direction
· Ability to prepare data visualisation
· Understanding of, and commitment to, the principles of equity, diversity, continuous improvement, risk management, and occupational health and safety
· Proficient ability with the Microsoft 365 including Word, Excel, Visio, SharePoint, Publisher and other software packages that assist the work of the Chief Executive Officer such as Adobe
· Accomplished domestic travel and accommodation booking experience – international would help
· Highly motivated to achieve successful outcomes.

	DESIRABLE
	· Experience working in not-for-profit or government environment
· Bachelor or Masters Degree 

	INHERENT PHYSICAL REQUIREMENTS OF THIS POSITION

	
	Frequency
	

	
	Often
	Sometimes
	Rarely
	

	
	Bending
	
	
	
	

	
	Computer based tasks
	
	
	
	

	
	Driving
	
	
	
	

	
	Kneeling
	
	
	
	

	
	Lifting
	
	
	
	

	
	Sitting
	
	
	
	

	
	Standing
	
	
	
	

	
	Walking
	
	
	
	

	

	CULTURAL FIT
	In addition to the selection criteria outlined above, the successful applicant must be able to demonstrate they are committed to the Society’s Mission, Vision and Values and will bring a collegial and collaborative approach when working with the Society’s workforce.
The Society is a lay Catholic organisation and its Stewards are Catholic men and women.
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