
Executive Assistant

Job Description

Reports to: Chief Executive Officer

Status: Full-time 

Direct reports: Nil

Location: Broadford

Prime Function

The Executive Assistant will provide high level administrative support to the Chief Executive Officer 
(CEO) to ensure smooth running of the office of the CEO at all times. They will act as the principal 
contact point for key external stakeholders.

They will also provide administrative support to the General Manager, Administration and 
Corporate Development in supporting the TLaWC Board and any Board subcommittees, as 
required.  

Key Duties 

1. Is the key point of contact between the CEO and external stakeholders and internal 
colleagues.

2. Provide administrative support for the CEO including: diary management, organise 
meetings, keep written records of meetings and co-ordinate follow up actions as required

3. Produce and compile reports
4. Develop and format presentations, speaking notes etc
5. Co-ordinate all travel and accommodation arrangements for the CEO 
6. Prepare and distribute internal and external correspondence on behalf of the CEO
7. Provide administrative support to the Board and sub-committees, as required
8. Support Board meetings and manage meeting logistics 
9. Co-ordinate timely and accurate distribution of Board and sub-committee papers
10. Take minutes and undertake follow-up actions, as required
11. Other duties as required

Selection Criteria
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Essential knowledge and skills

1. Executive Assistant experience reporting directly to senior management (desirable)
2. Effective organisational, project management and problem-solving skills 
3. Exceptional interpersonal skills
4. Excellent written and verbal communication skills
5. Strong attention to detail
6. Advanced Microsoft Office skills
7. A demonstrable ability to work sensitively and effectively with Traditional Owner-led 

communities and organisations, and an awareness of the political and cultural environment 
in which TLaWC operates

Essential Personal qualities

1. Good professional judgment and confident decision-making in relation to core duties
2. High ethical standards and personal integrity
3. Ability to maintain confidentiality in relation to sensitive information
4. A strong work ethic and an ability to attend to duties without constant supervision and 

direction
5. Strong organizing and time management habits

Adherence to Code of Conduct

All TLaWC staff must comply fully with the staff Code of Conduct. 

Key Performance Indicators

1. Support/assistance provided within deadlines in a timely and efficient manner
2. Stakeholders are satisfied that they have necessary access to the CEO
3. Deliver outputs in a professional manner
4. Reports and processes are administered accurately and undertaken by the due date
5. Documentation is prepared accurately and delivered by the due date
6. Code of Conduct is achieved at all times
7. Appropriate storage of all files and documentation maintained
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