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	Position Title
	Executive Assistant 

	Classification
	Level 3

	Industrial Agreement Award
	Public Sector CSA Agreement 2024 
Public Service Award 1992

	Position Number
	16985

	Division
	Tourism WA

	Branch
	Marketing

	Number Direct Reports
	Nil16985

	Reports To
	17000

	Location
	Perth CBD



Corporate Context
The Department of Creative Industries, Tourism and Sport works collaboratively with government, community organisations, peak bodies and other stakeholders to achieve our vision of creating a vibrant, inclusive and connected community. For further information, please visit our website at www.cits.wa.gov.au.
Organisational Context
Tourism WA is responsible for promoting Western Australia as a holiday destination. Its focus is on marketing the State; developing, attracting and promoting major sporting, cultural and business events; and supporting the development of significant tourism infrastructure and projects. 
Purpose of Position
Provide executive support to the Executive Director, including: Calendar management; Meeting coordination; Travel planning; Managing general public enquiries for the Division.

Support the Tourism WA Board Strategic Marketing Committee, including: Developing the Agenda; Minute taking; Ensuring papers are approved by internal stakeholders according to timelines; Uploading papers to Diligent; Organising catering.

Preparation of documents and presentations as required, which may include coordinating input across the Division.

Responsibilities
1. Provide administrative support to the Executive Director including:
· Managing the Executive Director’s calendar.
· Coordinating reports and correspondence.
· Assisting with the creation of various documents and presentations including Ministerial and other reporting requirements.
· Managing general public enquiries for the Division.
· Coordinating meetings and associated agendas, minutes, room bookings, and notifications.
· Coordinating travel arrangements.
· Managing and submitting receipts.
2. Provide administrative support to Directors and Senior Managers within the Division, as required.
3. Act as an Executive Officer to the Strategic Marketing Committee and other committees as required. Coordinating the agenda, coordinating and submitting papers, taking minutes, managing attendance and notifications, booking rooms and catering.
4. Coordinate industry workshops in consultation with the Marketing Management Team and stakeholders.
5. Assist the Executive Director in tracking and reporting on divisional Key Performance Indicators and other priorities and commitments.
6. Undertake support activities for marketing projects as required.
7. Coordinate divisional budget reconciliation process for all Marketing cost centres for the Executive Director.
8. Assist with the management of contracts with third-party suppliers, ensuring sound governance, service delivery, value for money and budget management. 
9. Work collaboratively with staff across the organisation as well as other key stakeholders.
10. Adheres to Work Health and Safety, Equal Opportunity and other legislative requirements in accordance with the parameters of the position. 
11. Demonstrate the Expected Behaviours of the leadership context for this role listed below. 
12. 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. Well-developed organisational, research, prioritisation, and planning skills including diary management, with the ability to meet performance expectations, in a fast-paced work environment.
2. Well-developed communication and interpersonal skills, with the ability to interact confidently and effectively with people at all levels of Government and industry
3. Demonstrated experience in the provision of administrative and/or secretarial support at an executive level.
4. Relevant experience and skills in the use of personal computer software applications, including high level word processing, spreadsheets and databases.


 



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

	Expected behaviour
	Behaviour descriptors

	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.



The Government of Western Australia acknowledges the traditional custodians throughout Western Australia and their continuing connection to the land, waters and community. We pay our respects to all members of Aboriginal communities and their cultures, and to Elders both past and present.


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
	29/04/2026
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