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EXECUTIVE AND BUSINESS SUPPORT COORDINATOR 
POSITION PURPOSE AND DETAILS
The Executive and Business Support Coordinator is a newly established role created to support the organisation’s success in securing government investment to expand programs for young people. Reporting directly to the Head of Business Operations, this role is designed to provide both high-level support to the CEO and Senior Leadership Team as well as build business efficiency across the wider Blue Light Victoria Team. 
Starting as the organisation works to treble its statewide prevention and early intervention programs for young people, the Executive and Business Support Coordinator will enable senior leaders to focus on strategic priorities and Blue Light teams to optimise impact. It will include managing schedules, IT, Human Resources and risk management systems, data management, project support, stakeholder engagement and general office operations while developing systems and processes that enhance efficiency and consistency across the organisation. 
If you enjoy problem solving, collaborating with passionate leaders, and driving improvements that support frontline teams and ultimately young people, this is a unique and rewarding opportunity to make your mark.
Employment Type:	Fixed term
Classification:	Level 4 - Social, Community, Home Care and Disability Services Industry Award 2010
Hours of Work:	up to 38 hours per week
Flexible Work:	options are available for discussion
Reporting Line:	to the Head of Business Operations
Requirements:	Valid Victorian Employee Working With Children Check (WWCC) & valid Driver’s Licence
ORGANISATION PURPOSE
Blue Light Victoria (BLV) is a leading statewide youth charity committed to investing in the futures of young people. With a focus on early intervention and prevention we engage young people aged 10 – 21. What sets us apart is our unique partnerships with police and emergency services.  
Our mission is to deliver evidence-based, trauma-informed prevention and early intervention programs that bring young people together with police, emergency services, schools, and communities to: 
· strengthen belonging,  
· build trusted relationships,  
· improve wellbeing and 
· create safer, stronger communities where every young person can realise their potential. 
Founded in 1976 with drug- and alcohol-free youth discos, BLV has grown into a vibrant organisation delivering programs and initiatives to over 10,000 young people a year. 
Our values — Connection, Growth, Innovation, and Respect — guide everything we do. 
We are committed to diversity, equity, inclusion, and child safety, ensuring young people feel supported, safe, and respected.
KEY RESPONSIBILITIES
_______________________________________________________________________________________________
Senior Leadership Support including:
· Provision of high quality and timely administrative, operational and committee support to the CEO and the Blue Light Victoria Senior Leadership Team.
· Manage calendars, appointments and meeting logistics for the CEO and BLV Senior Leaders, coordinating travel arrangements and itineraries as required. 
· Support leadership meetings, planning sessions, workshops and offsites.
Business Support including:
· Work alongside leaders and frontline teams to simplify processes, reduce administrative burden and ensure funding and compliance requirements are met.
· Combine data and insights to remove inefficiencies, embed continuous improvement and help build a digital first culture.
Operational Support including:
· Support the day-to-day operations of BLV including human resources, recruitment, payroll, risk management and reporting
· Coordinate IT requirements for BLV including cybersecurity and IT asset registers
· Support onboarding activities for new starters
· Coordinate visitors, hospitality, and executive events as appropriate
· Maintain records, registers, and document management systems
· Support purchasing, expense reconciliation, and administrative compliance processes.

Other Duties as commensurate with the classification of this role as required.

KEY PERFORMANCE INDICATORS
_____________________________________________________________________________________________
· Meetings, diaries and office operate smoothly with fulfilment of all requirements and within timeframes. 
· Identified gains in operational efficiency and consistency. 
· Helped build positive high performing work culture. 
· Built positive relationships with internal and external stakeholders. 
· Contribute to building a positive high performing work culture. 

KPIs will be agreed annually with the Head of Business Operations and may be adjusted to reflect BLV's strategic priorities and organisational circumstances.

KEY SELECTION CRITERIA
Required Experience
· Proven ability providing administrative support to multiple senior leaders.
· Demonstrated delivery of business system process improvement.
· Previous experience in office administration and coordinating multiple projects.
Desirable
· Previous experience assisting with Human Resources, IT and/or payroll functions
Knowledge, Skills, and Actions
· Values Alignment Commitment to improving outcomes for young people.
· Stakeholder Relationships - Proven ability to identify and build relationships with new stakeholders while maintaining strong relationships with existing stakeholders.
· Organisation - Proven organisational skills to enable achievement of targets and goals in an environment of competing priorities.
· Language - Proven ability in clearly and effectively communicating with people to enable your message to be understood by everyone, regardless of their level of knowledge in the area.
· Initiative - Demonstrated ability to anticipate next steps, act proactively within established parameters and remain organised, responsive and solutions-focused when schedules, priorities and stakeholder requirements change.

Blue Light Victoria is a child-safe organisation. We prioritise providing a safe place for all children and young people to learn and have fun and have a zero tolerance for abuse in any form. Therefore, are committed to a robust recruitment procedure to make sure the safest and most suitable people work in our programs. We also provide ongoing supervision and oversight of all work with children and young people. 


Version 1.0	Developed & Approved –September 2026	Page 1 of 2
image1.png
(L&
g




