ABOUT THE WESTERN AUSTRALIAN MUSEUM
The WA Museum’s mission is to inspire curiosity to explore the past, question the present and shape the future.

Our work is diverse and collaborative; it is local, national and global. We aspire to be valued, used and admired by all Western Australians and the world.

WA Museum manages eight locations throughout Western Australia, including the award winning Boola Bardip in Perth Cultural Centre. We have a team of dedicated curators undertaking a wide range of research and caring for more than eight million objects for the benefit of future generations.

The Museum is a Statutory Authority within the Department of Creative Industries, Tourism and Sport (CITS).
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OUR MISSION


Inspiring curiosity to explore the past,
question the present
and shape the future.


   
OUR VISION


An informed and engaged community
working together for a better future.




OUR VALUES


Respectful

Inclusive

Accountable

Enterprising

Recognition of Aboriginal
and Torres Strait Islander peoples
as the First Peoples of Australia



ORGANISATIONAL PILLARS
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Sustainability
	

At the Heart of the Community
	

Aboriginal and Torres Strait Islander Peoples
	

State-wide





DETAILS OF THE POSITION


Position Title
Executive Officer
Classification Level
Level 4 (L4)
Directorate 
Chief Executive Office
Physical Location(s)
WA Museum Boola Bardip, Perth

Position Number
11106
Award/Agreement
Public Service Award 1992 / PSGO CSA GA
Branch/Team
N/A



REPORTING RELATIONSHIPS


Position reports to
Director Strategy and Governance L8
Positions reporting to this position
Nil

PURPOSE OF THE POSITION
To provide executive and administrative support to the Chief Executive Officer (CEO) of the Western Australian Museum.

STATEMENT OF DUTIES

Executive:
· Responsible for efficient administration and operation of the CEO's office.
· Supervising/mentoring an administrative assistant in managing complex diary, work plan and travel arrangements of the CEO, and ensuring a range of processes and protocols are maintained.
· Support the Board of Trustees and work closely with the Strategy and Governance team on Board governance matters.

· Collate and coordinate information through research and analysis of records, or across the Museum executive as required for reporting purposes as required by CEO.
· Screen and prioritise incoming and outgoing correspondence for the CEO including management of deadlines and dealing with confidential and sensitive matters. Direct or delegate to relevant staff as required.
· Prepare professional documents (letters, reports, minutes etc.)
· Coordinate responses to enquiries by Government, business and the general public.
· Request and ensure input from relevant Museum staff into documents and respond to enquiries.
· Ensure quality control of document preparation to a high standard of accuracy and presentation.
· Liaise with senior officials from the public, private and voluntary sectors and members of the public on behalf of the CEO.

Ministerial and Parliamentary:
· Responsible for the allocation, distribution, training, advice and quality control relating to Ministerial correspondence.
· Responsible for the coordination of responses to Parliamentary Questions and other parliamentary matters as required.
· Responsible for preparing Cabinet and Executive Council papers as required.
· Work closely with the Manager of Media and Communications where required on Ministerial matters.

Administrative:
· Responsible for providing administrative and secretarial support to the WA Museum's Board of Trustees, including scheduling meetings, circulating papers, recording minutes and completing agreed actions as required.
· Ensures appropriate records are kept, that information is effectively stored and archived, and the confidentiality of documents is assured.
· Contributes to the continuous improvement of administrative support systems, and development of best practice.

· Other duties as required with respect to the scope of the position.


WORK RELATED REQUIREMENTS

Essential
1. Experience in providing confidential executive and administrative support at a senior executive level.
2. Well-developed interpersonal skills including the ability to communicate with senior executives and gain the cooperation of staff and people at all levels.
3. Demonstrated ability to be self-motivated, utilise initiative and apply sensitivity and discretion in resolving matters.
4. Excellent time management and organisational skills, including the ability to prioritise workloads and to meet strict deadlines.
5. Well-developed written communication and presentation skills for preparation of professional correspondence, reports and presentations.
6. Knowledge and experience of digital knowledge including experience in the use of MS Office suite, records management systems, document management and distribution systems, and other tools for task tracking and management.
7. Demonstrated knowledge of Government and parliamentary procedures and ministerial protocol.

SPECIAL CONDITIONS
· Required to have a flexible approach to hours of work where required to discharge the duties of the role.

APPOINTMENT IS SUBJECT TO
· Eligibility to Work in Australia
· A current (within six months) National Police Clearance Certificate
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