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Qualifications • A tertiary qualification in a relevant discipline or experience in a 
similar role 

Desirable 

Technical Knowledge 
& Experience 

 

• Proven experience as an executive assistant, preferably in 
government or a complex organisation 

• Strong knowledge of Microsoft Office and corporate systems 
(TechOne is desirable), including records management 

Essential 

Personal Capabilities • Highly organised with excellent time management skills 

• Strong written and verbal communication skills 

• Discreet, with proven ability to manage confidential information 

• Uses political awareness to navigate sensitive matters 
appropriately. 

• Resilient, adaptable and able to manage competing priorities 

• Strong problem solving and decision-making skills 

• Demonstrated commitment to teamwork and customer service 
 

Essential 

 
  



 
 

Employees have a legal obligation to take steps to protect themselves from risks to health and safety 
and make sure they do not cause a risk to others through any action or omission. 
 
In particular employees are responsible for: 
 

• Complying with any reasonable instruction and cooperating with any reasonable 
policy or procedure related to WHS.  

• Taking reasonable care in regard to work health and safety. 

• Participating in training or other activities provided to protect their health and safety 
whilst at work. 

• Actively participate in rehabilitation and return to work programs as required. 

• Ensuring that they are fit for work and not in such state (due to alcohol, drugs or any 
other reason) as to endanger their own safety or the safety of any other person at 
work. 

• Not wilfully interfere with or misuse items or facilities provided in the interest of the 
health and safety of workers. 

• Report all accidents, incidents, injuries, property damage in accordance with agreed 
procedures. 

• Utilise and maintain appropriate personal protective equipment. 
 
 

Make certain that all corporate data and documents are recorded and handled within the suitable 
corporate systems, following the organisation's established policies and procedures regarding 
information governance and records management, both in electronic and physical formats. 

Employees will actively engage in the Performance Development Review (PDR) process, which 
involves setting work priorities, tracking progress towards goals, and offering input on how individual 
skills can be enhanced in alignment with the role. 

This Position Description is only descriptive of the type of duties to be undertaken by you during your 
employment and you accept the organisation may require you to carry out any duties which are within 
your skills and competence. 

 

Employee Name:  Direct Manager:  

Signature:  Signature:  

Date:  Date:  

 


