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TANGENTYERE COUNCIL

EXECUTIVE ASSISTANT

JOB DESCRIPTION

REPORTS TO:
Deputy Director and Executive Director
SUPERVISES:
Nil
PRIMARY OBJECTIVE:
To provide executive level administrative and secretarial support for the Office of Executive Director.

CLASSIFICATION:
Level 5 
DIVISION:
Office of Executive Director

Key Responsibilities:
1. Provide high-level administrative support to the Office of Executive Director to ensure efficient and effective functioning of the office.

2. Efficiently and effectively utilise information technology to establish and maintain office systems including developing and managing effective information storage and retrieval processes, coordinating appointments and preparing itinerary arrangements, establishment of and preparation for meetings. 
3. Provide executive support for the Executive Council and sub-committees including catering, meeting notices, arranging/coordinating agenda papers, reports, briefing papers, composing agenda and minutes; and finalisation of such papers; and follow up of action items. 

4. Liaise with senior managers, and section coordinators on behalf of the Executive Director and Deputy Director 

5. Coordinate Meetings for Executive Council, Executive Director and Deputy Director
6. Finalise travel arrangements using corporate credit card for programs and senior managers
7. Screen permit applications for access to town camps and issue appropriate identification upon approval.
8. Be responsible for developing a regular newsletter for the Tangentyere Community
9. Maintain a professional and welcoming working environment 
10. Fulfil the professional requirements of the position.

Selection Criteria

Essential:
1. Demonstrated high-level interpersonal, written and oral communication skills that facilitate   professional, tactful and effective communication 
2. Demonstrated professionalism and ability to maintain confidentiality
3. Proven organisational skills, ability to set priorities and work under pressure, to perform without supervision

4. Experience in the provision of a high level of administrative support using relevant communication and computer systems and software packages including word, excel and email. 
5. Demonstrated experience in organising meetings, agendas and taking minutes.
6. Demonstrated commitment to using information technology to facilitate organisational efficiency.

Selection Criteria

Desirable:
1. Certificate in Office Management or post secondary qualification relevant to the position.
2. Demonstrated awareness and understanding of Aboriginal Culture and an ability to communicate with Aboriginal people

3. Experience with Microsoft Publisher

4. Typing speed of 40 words per minute with high level of accuracy
5. A Northern Territory Driver’s Licence or the ability to obtain one.

_974114906.doc


�












