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	POSITION DESCRIPTION

	Position Title:
	Executive Assistant to the General Manager

	Department:

Location:
	General Managers Office

Anglican Diocese of Brisbane

	Reports To:
	General Manager

	Direct Reports:
	Nil

	Key Relationships/Interactions:
	Internal: Executive, Commission members, other Executive Assistants, Directors of other Commissions of the Anglican Church Southern Queensland and Anglicare staff

	
	External: Any person contacting the General Manager, including from the general Public, Parishes, Schools, Government Departments, Community Organisations.


Position Statement / Overall Purpose
This role’s overall purpose is to provide high-level support to the General Manager and Directors within the General Manager’s portfolio, ensuring that all administrative, information and communication systems and processes are effective, efficient, responsive and assist in achieving desired outcomes. 
The Executive Assistant is pivotal in supporting the workload and demands of the General Manager role, and as such the incumbent will need to work with a high level of initiative and with minimal supervision.
The Executive Assistant will work in accordance with the values and ethos of the Anglican Church, the Code of Conduct and support the core business by providing guidance and advice within this position’s specialty area.
Organisational Environment
Anglican Church Southern Queensland comprises 133 Parishes supporting the Anglican community across geographically diverse locations from the New South Wales border to Bundaberg and west to the Northern Territory and South Australian borders. 
The Anglican Diocese of Brisbane is a multi-faceted community services organisation with an annual turnover of more than $350 million and is organised into six Commissions overseen by Diocesan Council:

· Community Services Commission - incorporating Anglicare Southern Queensland (ASQ)

· Finance & Diocesan Services Commission

· Ministry Education Commission

· Parishes and Other Mission Agencies Commission

· Anglican Schools Commission
Position Specific Requirements & Qualifications
1. Current National Police Certificate 
2. Qualifications in Office Management or Administration (desirable)
3. Justice of the Peace / Commissioner for Declarations (desirable)
Key Selection Criteria:

1. Strong experience in the delivery of executive administrative and secretarial support
2. Ability to understand relevant legislation and standards governing the Diocese, including Church Canons and Regulations

3. Evidence of a strongly pro-active and adaptive approach to work and a problem-solving approach to tasks and projects.
4. Highly developed organisational and time management skills
5. Advanced oral and written communication skills, including the preparation of complex written communication, reports, and documentation, with a high level of accuracy and attention to detail

6. Strong  interpersonal  communication  skills  and  the  ability  to  build  and  maintain  effective relationships at all organisational and stakeholder levels
7. Ability to work autonomously, employ initiative to find solutions, prioritise and exercise discretion

8. Intermediate to advanced knowledge of Microsoft Office suite including Word, Excel, Outlook & PowerPoint
Key Accountabilities and Responsibilities: 

1. Accountability: Administration support
Provide high level administration support for the General Manager’s office
Responsibilities:
·   Provide direct administration support to the General Manager, including general correspondence, presentations, reports and other clerical functions

·   Develop administration systems to ensure the effective management of information and data relevant to these roles, and ensure these are easily accessible and up to date

·   Ensure all administration systems maximise the efficiency of administration processes
· Respond to enquiries, escalate urgent matters for attention, and facilitate appropriate access to, and communication with the General Manager and Directors
· Administer, maintain and report bequests to Council; maintain policies, registers and reports
· Reconcile credit card expenses.

· Research and assemble information relevant to strategic projects 

· Coordinate contract management maintenance and filing
2. Accountability: Secretarial support

Provide high level secretarial support 
Responsibilities:
·   Respond to staff queries, telephone calls and emails in a professional, efficient and timely manner; and escalate urgent matters for attention.

·   Manage the General Manager’s calendar including the setting and screening of appointments, ensuring their diaries are accurate and functional, and that their time is managed according to stated priorities and organisational significance.

·   Coordinate meetings, events and conference functions including catering and venue bookings. Proactively plan and prepare for upcoming meetings/events in the schedule and prepare and collate all required documentation / information, prior to the meeting 
·   Provide secretariat functions to Boards and Committees - prepare agendas and take minutes
·   Organise travel and accommodation arrangements 
3. Accountability: Office Procedures
Review, implement and maintain office procedures in order to ensure smooth operating efficiencies 
Responsibilities:

· Ensure office equipment is operating effectively.

· Monitor and organise stationery supplies

4. Accountability: Productive and Support Team Environment
Contribute to a productive and supportive team environment

Responsibilities:

· Interact in a respectful and supportive manner to build close working relationships with key staff members.
· Participate as an active team member through the establishment of a consistent, supportive and cooperative working relationship.

· Collaborate and support the broader Administration team. 

· Provide backfill for other Executive Assistants from time to time.

Other Duties and Requirements
· Undertake own work practices in a safe manner and comply with the instructions given for workplace health and safety within relevant Policies and Procedures;
· Do not, during or after employment, disclose information relating to residents, clients and staff or damage the reputation, viability or profitability of the Anglican Church Southern Queensland.
· Your responsibilities also extend to any tasks outlined on a duties list, or any other tasks delegated to you by your manager/supervisor, provided that those new job requirements are safe, efficient, relevant, legal and within your abilities.
Delegation of Authority: 

· In accordance with the Anglicare Delegations of Authority Policy.
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