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Accountability Communication Effective Leadership Integrity Team Work

We Value

We are responsible 

for our actions, our 

behaviour and the 

satisfactory completion 

of allocated tasks

We communicate openly 

and respectfully, sharing 

timely and appropriate 

information with others

We lead by positive 

example, embodying 

all of Council's 

agreed Values

We are consistently

honest, transparent,

ethical and fair, 

regardless of the situation

We work collaboratively 

to achieve shared 

goals for Council and 

the community

I actively participate 

in the organisation

I consider how I say it, 

why I say it, 

when I say it and 

where I say it

I act with courage, 

challenge the status quo 

and seek out ways to 

improve our organisation

I do and say the right 

thing, even when no one 

is watching

I share my knowledge, 

skills and experience 

with others

I take full ownership of my 

role, including my mistakes, 

and learn from my actions

I listen actively and ask 

questions to gain a 

shared understanding

I support and encourage 

others to learn, develop 

and grow

I take personal 

responsibility for my own 

actions and behaviour

I support others to 

achieve goals and 

celebrate success

I inspire excellence 

by performing my 

role with pride

I show empathy and 

consider things from 

others' point of view

I am approachable and 

treat others consistently 

and respectfully

I uphold strong moral 

principles and do what I 

say I am going to do

I consciously choose 

to work positively 

with others

I acknowledge my actions 

and behaviour can impact 

and influence outcomes

I provide and receive timely, 

constructive feedback

I inspire and expect 

everyone to always do 

their best

I am professional, 

treating others just as 

I expect to be treated

I commit to 

working together 

to find solutions

My Behaviours

ACE IT


TITLE:
Executive Assistant to the General Manager & Mayor
CLASSIFICATION:
Band 2 Level 3 
CREATED:
January 2013
LAST REVIEWED:
January 2021
REPORTS TO:
General Manager 
DIRECT REPORTS:
NIL
This is not a static document, management reserves the right to review and amend this job description in consultation with the position holder from time to time as the need arises.

JOB SUMMARY

· Provide high quality, professional, efficient and confidential executive level administrative support and customer service to and on behalf of the General Manager and Mayor.
· Act as the primary contact point, ensuring an effective liaison between elected members, the executive leadership team, the community and the wider organisation.
· Actively participate in Council operations in a commercially orientated way, projecting and promoting Council in both an efficient and courteous manner. 
· Take personal responsibility for delivering the objectives of the role, showing initiative and demonstrating the behavioural requirements of Council’s corporate values (ACE IT).

JOB RESPONSIBILITIES
· Responsible to:
General Manager
· Direct Reports:  
NIL
· As an employee of Cobar Shire Council, the job holder may be directed to carry out any other such duties that are within the limits of the employee’s skill, competence and training, to assist the Council in meeting its overall objectives.

· The responsibilities of this position are to be completed in line with all Council policies and procedures relating to this position, as updated from time to time.  It is a requirement of all Council employees to display and promote safety in the workplace at all times.
SPECIFIC ACCOUNTABILITIES

1 executive ASSISTANCE
1.1 Prepare and maintain procedures manual for this position.

1.2 Build and maintain strong professional working relationships with key stakeholders including the Mayor, Executive Management team (Manex) and other Council staff.

1.3 Screen incoming telephone calls to the General Manager and Mayor, resolve enquiries/queries whenever possible and/or redirect the callers to other departments as appropriate.

1.4 Maintain the General Manager and Mayor’s schedule of appointments, ensuring their timely attendance and that they are prepared with all relevant and required documentation prior to appointments/meetings, also managing scheduling issues/conflicts through effective problem solving and negotiation skills.
1.5 Administer monthly expenses, purchase orders and credit card reconciliations for the position and the General Manager.

1.6 Provide administrative and secretarial support to the General Manager and Mayor composing and preparing correspondence, media releases, advertisements, reports and presentations.

1.7 Provide administrative support for Councillors when authorised by the General Manager.

1.8 Manage correspondence and reporting on behalf of the General Manager as required which may include coordinating input from other departments for complex/technical issues.

1.9 Proactively identify, develop and implement continuous improvements for the role.

1.10 Liaise with internal and external stakeholders, dealing with all customer situations in a professional and courteous manner, while maintaining a high level of customer service and demonstrating tact and diplomacy.

1.11 Arrange and cater for Civic functions/meetings/receptions and ministerial visits as required.

1.12 Organise registration and coordinate travel and other arrangements for the General Manager, Director Finance and Community Services, Mayor, Councillors and other staff (as required) to attend meetings, conferences, training, seminars etc.

1.13 Manage the flow of information to and from elected members.

1.14 Comply with the State Records Act 1998, keeping full and accurate records of all business activities.
1.15 Responsible to review, maintain and update Council’s registers pertaining to the position (policy, legislative and financial), delegations and authorisations as appropriate in consultation with the relevant manager and external stakeholders.

1.16 Format and update the Integrated Planning and Reporting framework documents in conjunction with Directors and the General Manager, including the coordination of the Annual Report and the Annual Operational Plan(s).

1.17 Maintain strict confidentiality when dealing with sensitive and classified information. Ensure compliance with all Privacy Legislation and treat all information of a personal and sensitive nature concerning the business of Council, Ratepayers or Residents in a professional and confidential manner in accordance with Council’s policies and procedures.
1.18 Any other duties reasonably requested by Council within the skillset of the job holder.

2 Council and Committee Meetings

2.1 Prepare, collate and distribute meeting agendas in accordance with meeting guidelines and timelines; attendance for minute taking; preparation and distribution of minutes for the following meetings:

a) Council Meetings

b) Councillor Workshops

c) Liquor Accord

d) Manex

e) Any other meetings as requested by the General Manager or Mayor

2.2 Prepare and compile Record’s documentation of agendas and minutes according to deadlines so appropriate staff are able to action consequent resolutions in ample time.

2.3 Ensure that confidential items are only made available to those authorised to receive them.
3 CITIZENSHIP CEREMONIES
3.1 Respond to all customer enquiries in relation to becoming an Australian Citizen and/or Citizenship Ceremonies.

3.2 Maintain a high level of understanding of the Australian Citizenship Act 2007 and continually update office procedures to correspond with any amendments to the Act.

3.3 Arrange and coordinate Citizenship Ceremonies in accordance with the Australian Citizenship Ceremonies Code.

4 Operation of Plant and Equipment

4.1 Operate Council’s plant, vehicles and equipment in accordance with the Motor Traffic Act, Council’s Code of Practice for Operation of Plant and Vehicles, relevant guidelines of the WorkCover Authority and the work health and safety legislation.
5 WHS RESPONSIBILITIES
5.1 Ensure all work is performed in accordance with the requirements of Council’s work health and safety policy and procedures.
5.2 Ensure all work is performed in accordance with the site-specific risk assessments, SWMS (safe work method statements) and SOPs (standard operating procedures)
5.3 Take reasonable care for own health and safety as well as health and safety of others by adhering to safe working procedures including verbal instructions given by supervisors.
5.4 Report all identified hazards, accidents/incidents and near misses to manager/supervisor by actively monitoring the workplace to determine presence of hazards and initiate actions to rectify/eliminate the hazard.

5.5 Use and maintain all safety equipment and personal protective equipment in accordance with relevant standards.

5.6 Commitment to work health and safety and promote a risk assessment approach to all activities performed by Council by participating in risk assessment process and attending toolbox and other meetings relating to work health and safety requirements.

5.7 Have a sound understanding of work health and safety requirements associated with employment duties by attending workplace health and safety training sessions as required.

COUNCIL’S CORE VALUES
Council has five values which guide behaviours and decision making. It is through these values that high quality services are delivered to employees and the community. Employees play an important role in leading the way and upholding Council’s values, including the Code of Conduct.
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SKILL DESCRIPTORS

Authority and Accountability

· Decisions will either be guided by practices, procedures and precedent or will be made in consultation with the immediate supervisor. This job requires moderate planning since activities and resources need to be coordinated.

· Knowledge of the structure, functions and processes of the whole organisation is required to competently complete the tasks required in the job. Decisions made by the job holder affect the work and activities of others within the organisation.

· This job is responsible for controlling monthly expenditure via a corporate credit card, which is made available for civic expenses.
Judgement and Problem Solving

· The jobholder requires the skills to solve problems which require assessment of options with freedom within procedural limits in changing the way work is done or in the delegation of work.  Assistance may be readily available from others in solving problems.
· Demonstrated level of initiative and self-motivation, with a proven ability to work efficiently with minimal supervision.

· Problem solving and judgements are made where there is a lack of definition requiring analysis of a number of options. Typical judgement may require variations of work priorities and approaches.

Specialist Knowledge and Skills

· Advanced specialist knowledge and a high level of demonstrated competency is required in the following areas:

· Word Processing/Typing

· Microsoft Office Software – specifically Word, Outlook and PowerPoint
· Political Acumen
· Meeting Procedures – including minute taking and agenda preparation
· Website editing

· Customer Service

Management Skill

· Responsible for own work and not normally required to supervise other personnel.  However, the person may be required to train and/or supervise other staff in specialist knowledge areas.
· Expected to co-operate with co-workers in creating smooth workflow, including assisting others when necessary.
· High level of drive and proven initiative, a strong motivation to achieve superior outcomes and the flexibility to adapt to fluctuating workloads and unexpected changes in priority.
· Ability to work under pressure, often multi-tasking to meet tight/competing deadlines with a high level of attention to detail.
Interpersonal Skill

· This job requires written communication skills which enable the job holder to write detailed correspondence, reports and submissions that require original sentence and paragraph construction and wording.

· Job holder will be required to communicate effectively and efficiently with other staff, Councillors and with the general public.

· Persuasive skills are required to reconcile different points of view with staff and/or the public. 

· Ability to adapt within a team-based environment.

Qualifications and Experience

· The preferred qualification for this job is a tertiary qualification in Business Administration or equivalent with significant relevant work experience in a similar senior administrative role. 
· This position requires expert level knowledge of and experience in the operation of the Microsoft Office suite (specifically Word, Outlook and PowerPoint), including proficient keyboard skills.
· In addition to the qualifications and experience, the job holder must possess a Class C Drivers Licence.

SELECTION CRITERIA

Essential
· Tertiary qualifications in a Business Administration vocation (or similar) combined with significant relevant work experience in a similar senior administrative role.

· Comprehensive user of Microsoft Office applications, with high-level computer literacy and word processing skills at a practical degree of accuracy and speed.

· High degree of proven competency in preparing detailed correspondence, reports and complex agendas that require original sentence and paragraph construction, wording and formatting.

· Demonstrated maturity and discretion when dealing with sensitive information and a high level of professional judgement when dealing with matters requiring political and commercial confidentiality.
· Highly developed verbal and written communication skills with previous experience in preparing complex agendas and minute taking.

· Well-developed organisational skills with the ability and willingness to adapt within an environment of fluctuating workloads and changing priorities in order to meet operational outcomes and deadlines.
· Proven high level attention to detail and accuracy, with the demonstrated ability to research, think analytically and plan work with proven problem-solving skills to develop potential options and recommendations for resolutions.
· Strong customer service focus with proven capability to deliver high quality, professional services to internal and external stakeholders and demonstrated tact and diplomacy when dealing with difficult customer situations.

· Provisional driver license (minimum).

· Knowledge of and commitment to workplace health and safety (WHS) requirements.
Desirable

· Previous experience in website content maintenance.
· Knowledge and/or previous working experience in a Local Government environment.
CONDITIONS OF EMPLOYMENT

Salary

The position has been evaluated as being in the range Band 2 Level 3, Grade 1 to Grade 4 in accordance the NSW Local Government (State) Award.
HOURS

Council’s Indoor staff work a 35-hour week on the basis of a nine-day fortnight. Variations to these hours may be required from time-to-time as approved by the jobholder’s Manager. The inherent requirements of this role include attendance at various meetings outside of normal working hours.
Smoke Free Work Environment 

Council operates a smoke free environment in all Council offices, vehicles, etc.

PRE-EMPLOYMENT SCREENING

Prior to commencement with Council, it may be necessary to undergo the following pre-employment screening (at Council’s expense):

· Medical examination (which includes drug and alcohol testing)

· National Police Check

· Background screening (to confirm qualifications and experience)

· Psychometric testing (emotional intelligence, behavioural profiling and cognitive ability)

Performance and Development Review

A Performance and Development Review will be undertaken on a yearly basis utilising pre-determined performance indicators and will include formulation of a career path and training plan.

VERIFICATION
This section verifies that the position holder has read the above position description and accepts the role and associated responsibilities contained within this document. The position holder agrees to work cooperatively under Council’s policies and procedures including work health and safety, equal employment opportunity and code of conduct.

Position Holder:
Name

_______________________




Signature
_______________________
      Date        /      /    
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