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Position Description

POSITION TITLE:
executive assistant
	REPORTS TO:
chief executive officer (CEO)
TEAM:
oceo 
LOCATION:
TBC
CONDITIONS:
common law contract


organisational vision
	
	To improve health outcomes for all Tasmanians with a specific focus on remote and rural areas
	


	PURPOSE OF THE POSITION


	This position is the key position within the RFDS Tasmania office.  The incumbent will work with all staff and the Board to undertake a wide range of duties and responsibilities under limited supervision.  A key focus of this role will be to assist the Board, CEO and other staff meet the strategic and business objectives of the RFDS.

	

	Key Duties

	Area
	Major Activities

	Assistance to

Tasmanian Board
	· Co-ordinate bi-monthly Board meeting venues, dinners and accommodation; 

· Create Board meeting agenda’s, papers and assist the Board to prepare for their bi-monthly meetings;
· Attend Board meetings to record draft minutes, then finalise meeting minutes for distribution; 

· Create induction packs for new Board Members;
· Organise meetings with key stakeholders / Ministers;
· Organise guest speakers and dinner guests to attend Board meetings;
· Update Board Member biographies annually;
· Coordinate AGM advertisement and postage of nomination and proxy forms to members;
· Attend to any requests from Board Members and assist them with all administration duties;

	
	· Update and maintain Correspondence Register; 

· Email Calendar of Events to Board Members at the beginning of each month;
· Prepare draft correspondence and reports for Board Co-ordinate bi-monthly Board meeting venues, dinners and accommodation; 

· Update and maintain Correspondence Register 

· Email Calendar of Events to Board Members at the beginning of each month; and
· Prepare draft correspondence and reports for Board Chairman.


	Board Sub-Committee Meetings
	· Organise and attend allocated Sub-Committee meetings with Board Members for video / teleconference and in person;
· Co-ordinate all papers, agenda’s and emails; and
· Complete meeting minutes and distribute.

	Assist CEO and Senior staff
	· Personal assistant to CEO, assisting with all administration duties; 

· Prepare draft correspondence;
· Assist Senior staff with administrative support;
· Liaise with a wide range of external stakeholders; 

· Organise / manage CEO’s appointments and calendar;
· Organise travel and accommodations requirements;
· Co-ordinate all Board, Federation and meeting group documents;
· Assist with Tenders where applicable; and
· Create and distribute monthly E-newsletter, Between the Boards.

	Donor Management
	· Assist other staff in  Donor  management;
· Provide advice to phone enquiries and walk in donations; and
· Process donations and issue receipts.

	Accounts


	· Manage any new & annual  membership payments & paperwork;
· Bank cash received at Launceston Base weekly;
· Reconcile banking and monies received; and
· Liaise with other RFDS Sections regarding accounts payable invoices for processing.

	Reception
	· Attend to all visitors and service providers; this is a joint role for our Tasmanian and South-Eastern Sections of RFDS;
· Answer telephone calls and assist with queries;
· Answer email enquiries via our generic email address;
· Collect and sort mail;  and
· Distribute correspondence to notify Board Members, CEO and staff of any actions required.

	General
	· Sales and ordering of merchandise as required / annual merchandise stocktake;
· Organise, minute and distribute weekly communications;
· Create & update Procedure guidelines when required;
· Create & update office templates when required;
· Prepare and maintain office filing system and archiving;
· Assist with events and functions;
· Administration tasks as requested / required;
· Prepared to undergo further training and development as required; and

· Undertake additional duties commensurate with skills and experience.

	
	

	LEVEL OF RESPONSIBILITY / ACCOUNTABILITY

This position reports directly to the CEO and operates autonomously to prioritise and manage their own workload. The incumbent will be expected to use discretion and initiative in performing tasks to assist staff with a broad range of administrative duties and to balance the provision of support to the CEO and the Board.

	working relationships


	InternaL
	External

	RFDS Board Directors & Committee Members
RFDS CEO

RFDS Staff
	Key groups and identities within the Tasmania Community 

All tiers of the government 

Community Organisations 

Staff at other RFDS Sections 

Associated organisations

	
	

	
	


	qualifications and experience Essential CRITERIA


	· Applicable tertiary qualifications and/or reasonable experience providing high level Executive Assistance;

· Highly proficient computer skills including experience in the Microsoft suite (advanced excel desirable), Internet and e-mail;

· Strong experience in Office administrative practices and procedures;
	· Excellent time management and negotiation skills;

· Exceptional communication skills; and

· Current Drivers Licence
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