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Job Description Form
Executive Assistant

Position Details	
Position Number:		015530
Classification:		Level 4
Award/Agreement:		Public Sector Award and Agreement
Organisational Unit:	Housing Policy and Development / Housing Policy and Development Executive 
Location:			Perth Metropolitan Area
Classification Date:	
Effective Date:	May 2026

Reporting Relationships
This position reports to:
Executive Manager, 016358, Level 7

Positions under Direct Supervision:
This position has no subordinates.








Role Statement
This position is responsible for providing Executive support to Senior Executives.



Position Duties and Responsibilities

1.	Executive Support 
1.1	Provides proactive, flexible, responsive and effective administrative support to Senior Management. 
1.2	Manages the Senior Management diary electronic mail and telephone calls efficiently and effectively, appropriately screening all matters, bringing urgent enquiries and issues to the Senior Officer’s attention and referring matters to other staff for action as appropriate. 
1.3	Ensures the availability of briefing notes and relevant correspondence/materials for meetings attended by Senior Management. 
1.4	Organise high-level meetings and functions on behalf of the Senior Management at a Senior level, coordinating activities, hospitality arrangements, Contractors and staff to ensure high quality outcomes. 
1.5	Anticipates the needs of Senior Management in relation to forthcoming events and makes appropriate advance arrangements for meeting those needs, coordinates and arrange itineraries and travel arrangements and maintains a programme of Regional visits and stakeholder meetings for Senior Management. 
1.6	Provides administrative support to meetings, including taking and the distribution of Minutes, Agendas and other activities. 
1.7	Follows up and coordination of information with Senior Management and Senior staff. 
1.8	Liaises with Senior staff and the Executive on behalf of Senior Management. 
1.9	Maintains an accurate record system of and monitors progress on all matters. 

2.	Teamwork 
2.1	Assists with Ministerial and Parliamentary matters. 
2.2	Ensures compliance with Government, Agency and Public Sector policy and processes. 




3.	Other 
3.1	Promotes and demonstrates high levels of confidentiality in dealing with sensitive information. 
3.2	Promotes a high standard of Equal Opportunity and Diversity, personal conduct, and Work Health and Safety 
3.3	Performs other duties and undertakes special Projects as required. 



Corporate Responsibilities

1.	Exhibits accountability, professional integrity and respect consistent with the Department’s Values, the Code of Conduct, and the public sector Code of Ethics.
2.	Actively participates in the Department’s performance development process and pursues professional development opportunities.
3	Participates in emergency or critical event response management duties as required.
4.	Undertakes other duties as required.


Work Health and Safety Responsibilities

All Employees (and Volunteers / Trainees / Contractors)
1.	Take reasonable care for your own health, safety and wellbeing at work, and that of others who may be affected by your actions or omissions; and comply and cooperate with safety and health policies, procedures and applicable legislated requirements.
Supervisors (if applicable)
2.	In addition to the Employees WHS responsibility, ensure as far as practicable, the health, safety and wellbeing of staff under your supervision through the provision of a safe workplace in accordance with health and safety legislation.









Essential Work-Related Requirements (Selection Criteria)

1.	Well-developed administrative, organisation, research and analytical skills with considerable experience providing Executive Support services at Senior Executive level. 
2.	Highly developed written and verbal communications skills. 
3.	Highly developed interpersonal skills, with a demonstrated ability to develop and maintain effective working relationships with broad range of stakeholders. 
4.	Proven ability to self-organise and work independently to plan and prioritise workloads within an environment of competing priorities and strict deadlines. 
5.	Well-developed problem-solving skills and proven expertise in exercising initiative to effectively handle and manage non-routine and/or highly sensitive confidential and often complex issues.
6.	Ability to effectively collaborate in a dynamic and proactive manner within a Team environment and a demonstrated ability to response enthusiastically to change.  
7.	High-level proficiency with office computer systems, Microsoft Office software including Outlook, Word, Excel and PowerPoint.

Essential Eligibility Requirements / Special Appointment Requirements 

1.	Appointment is subject to a satisfactory Criminal Record Check conducted by the Department.
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