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Job Description Form – Executive Assistant
	Position number:
	15438
	Classification:
	Level 4

	Division:
	Sport and Recreation and Infrastructure Services
	Branch/section:
	Strategic Policy Program and Asset Management

	Reports to:
	13783 – Executive Director Infrastructure Programs 
	Direct reports:
	Nil


Position details

Position purpose
To provide confidential, efficient and effective administrative executive support to the Executive Director.

Context 
Our team manage over $3 billion in cultural assets across WA, ensuring some of our state’s most cherished creative institutions remain safe, functional, and inspiring. Through proactive maintenance and planning, we protect these treasured spaces for future generations. We also support the development of community sport and recreation facilities across WA through key funding programs. By investing in sustainable, high-quality infrastructure, we help communities stay active, healthy, and connected. 

Responsibilities 
Provide confidential, efficient and effective administrative support to the Director including but not limited to finance and procurement, human resource transactions, document management and assisting with the management of physical resources (IT, equipment, etc.).
Arrange and coordinate appointments and meetings and maintain the Director’s diary including travel arrangements, teams meeting and office locations.
Coordinate and monitor the completion of tasks, correspondence, reports and briefing notes to ensure that quality and timeliness standards are met.
Screens telephone calls and visitors and manages incoming email enquiries, preparing draft responses as required. 
Coordinate, research and prepare draft correspondence and reports on behalf of the Director and proof reports, documents, etc. prepared by others to ensure quality and consistency.
Establish and maintain positive and effective working relationships with the Director and Directors, internal employees and external stakeholders including senior officials and industry representatives.
Support relevant committees, working parties and the Director through the preparation of agendas, papers and minutes of meetings and follow-up on actions.
Participate as part of the team to ensure the development and effective dissemination of the desired work culture of the Department.
Provide back-up and support to the Office of the Director General when necessary.
Work closely with other Executive Assistants within the Directorate including assisting where required.
Supporting events management and grants administration as required.
Adheres to Occupational Safety and Health, Equal Opportunity and other legislative requirements in accordance with the parameters of the position. 
Demonstrate the Expected Behaviours of the leadership context for this role listed below. 
Perform any other duties as assigned or necessary to support the objectives of CITS. 

Selection criteria
This section outlines the necessary minimum requirements, in relation to the knowledge, skills, experience and qualifications required to perform the duties of the position. These criteria can be assessed against any stage of the recruitment process. Applicants should demonstrate their capacity to meet the following criteria which should be read in conjunction with the specific responsibilities of this role.
Essential
1. Demonstrated skills and proven experience in providing executive and administrative support to senior management and a team. 
2. Demonstrated initiative and organisational skills, including the ability to successfully use office systems to manage multiple tasks and operate within tight timeframes.
3. Well-developed verbal and written communication skills, including the ability to adapt messages to suit the intended audience and negotiate confidently.
4. Well developed interpersonal skills, with the ability to develop and maintain productive relationships, including liaising and consulting with a variety of individuals both internal and external to the Department.
5. Demonstrated research, conceptual and analytical skills, including the ability to develop solutions to problems and issues.
Desirable
1. Knowledge of procedures for Ministerial correspondence and Parliamentary Questions. 



Leadership expectations
We believe all our people are leaders irrespective of their role. We consider this as critical to our success and, to support this, we have adopted Leadership Expectations which provides a common understanding of the mindsets and expected behaviours required of all our employees and the public sector. 
This role falls under the Personal Leadership context.  






Pre-employment requirements
All department positions require a current Criminal History Check (National Police Certificate or equivalent) and 100-point Identification Check prior to commencement.

Special Conditions
Nil

	Registration date
	15 January 2026





Lead collectively 


Seek and build key relationships, work together and focus on the greater good.


Think through complexity 


Think critically, work with ambiguity and uncertainty, assess solutions and impacts, and take calculated risks.


Dynamically sense 
the environment 


Be in tune with the political, social and environmental trends that impact the work; understand and recognise the needs of others and leverage relationships for desired outcomes.


Deliver on high 
leverage areas 


Identify priorities, pursue objectives with tenacity and display resilience in the face of challenges.


Build capability 


Proactively develop others; share learning to promote efficiency and effectiveness; and champion diversity and inclusion.


Embody the spirit 
of public service 


Display empathy, compassion, humility and integrity, and a genuine passion for the work; demonstrate a responsibility to Western Australians; and work in the interests of the public good.


Lead adaptively 


Continuously seek to understand personal strengths and areas for improvement, be adaptive to change and adjust leadership style in different contexts.
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