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Job Description Form
Executive Assistant

Position Details	
Position Number:		Generic
Classification:		Level 3
Award:			Public Service Award
Agreement:			Public Sector Agreement
Organisational Unit:	Strategy, Regulation and Legal / SR&L Executive Services 
Location:			Perth Metropolitan Area
Classification Date:	
Effective Date:	May 2026

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

Positions under Direct Supervision:
This position has no subordinates.


About the Department
Communities provides person-centred, place-based support to the most vulnerable members of our Western Australian community. 
We work towards this goal through a range of functions and service delivery responsibilities, all of which are more impactful and effective when we work in partnership with families, communities, community sector services and Aboriginal Community Controlled Organisations (ACCOs).
At Communities, we are privileged to provide services and partner with others to keep children safe; provide vital community services, including in emergencies; address homelessness; prevent family and domestic violence; provide stewardship for the disability sector; regulate the early childhood and care sector; and manage the agenda for Women’s interests, youth, seniors and ageing, carers, and volunteering.
We are on a continuous journey to improve the way we work with our communities and partners across Western Australia. Everything we do is about creating ‘better lives together through people, place and home’ and working together to provide responsive services that build safe, inclusive and empowered communities.
We promote a diverse workforce and embrace a high standard of equal opportunity, health and safety, and ethical practice.
Join us and work in a role where you can make a real difference to the lives of children, families, individuals and communities throughout Western Australia.
About Strategy, Regulation and Legal
Strategy, Regulation and Legal work to support and safeguard individuals, children, families and communities by strengthening community safety and inclusion. We do this by shaping strategy and policy, regulating human services, delivering client-focused legal services and partnering with stakeholders across government, community sector, Aboriginal Community Controlled Organisations, private industry and community leaders.
Five directorates focus on safety and inclusion, they are the Office of Homelessness; Office for Prevention of Family and Domestic Violence; Strategy; Inclusion and the Executive Services Team. Together they aim to deliver better social, economic and cultural outcomes. We do this by:
· Leading Government reform priorities including election commitments;
· developing and implementing high level, long term strategies across multiple portfolios in partnership with internal and external stakeholders to guide service delivery and investment decisions;
· stewarding service delivery systems including through strategic commissioning and service design;
· supporting front line services through workforce development, operational policy and support for sector coordination;
· supporting legislative change through targeted policy development.
Regulation and Quality (R&Q) exists to uphold the highest ethical and professional standards. Protecting interests and people within the areas of Child Safety, Seniors and Disability Services, Regulation and Quality works to assess applications, encourage, monitor, and investigate compliance and build capability through community engagement.
Legal and Business Services (LBS) works to provide high quality, timely, and client-focused services including legal, screening and claims services, legislative and legal advice to the Department to assist it to deliver on its legal and portfolio responsibilities. 

Role Statement
This position is responsible for providing high-level executive, administrative and research services and support to the Director.


Position Duties and Responsibilities

1.	Executive Support
1.1	Provides a comprehensive executive support service to the Director, including arranging meetings and appointments, preparing and coordinating agendas and presentations, preparing minutes of meetings and coordinating meeting papers.
1.2	Receives and monitors telephone calls for the Director and addresses issues arising from these enquiries or by referring matters to the appropriate personnel. 
1.3	Prepares and amends confidential Reports and outgoing correspondence to the required standards on behalf of the Director. 
1.4	Coordinates all correspondence for the Branch and the Director, including maintaining confidential files, prioritising, tracking and recording correspondence and executive briefings. 
1.5	Monitors and follows up outstanding actions on behalf of the Director, including Ministerial enquiries, Parliamentary Questions and Ministerial correspondence and briefing notes. 
1.6	Arranges and coordinates all travel and accommodation requirements for the Director and the Directorate.

2.	Administrative Assistance
2.1	Undertakes administrative work associated with records, data entry, bulk mail outs, invoicing and the payment of accounts, photocopying and printing. 
2.2	Liaises on behalf of the Branch with a range of internal and external stakeholders, including members of the Executive, internal Corporate Services staff, Senior representatives within the Public Sector and members of the public. 
2.3	Manages and coordinates stakeholder forums and Directorate events, including venue and catering management, printing and the distribution of papers. 



3.	Other
3.1	Sources and compiles information and prepares working and/or briefing papers for the Director. 
3.2	Investigates, researches and responds to issues referred to the attention of the Director. 
3.3	Undertakes special projects, and prepares the associated documentation and reports, as directed. 



Corporate Responsibilities

1.	Exhibits accountability, professional integrity and respect consistent with Communities Values, the Code of Conduct, and the public sector Code of Ethics.
2.	Actively participates in the Communities 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.	Experience in providing a comprehensive executive and administrative support service to Senior staff. 
2.	Ability to provide a highly organised executive support service, including coordinating meetings of Senior Executive staff. 
3.	A demonstrated strong commitment to customer service for both internal and external clients and an ability to communicate and liaise effectively with diverse individuals and organisations at all levels. 
4.	Ability to develop and implement efficient administrative procedures for general administration, including the use of software packages such as Word, Excel and PowerPoint to produce complex documents to publication standard, undertake accurate data entry and develop spreadsheets to monitor progress. 
5.	Ability to work effectively and cooperatively with a diverse group of work colleagues in an environment where flexibility is essential to meet changing priorities. 
6.	Good interpersonal and written communication skills. 

Desirable Work-Related Requirements (Selection Criteria)

1.	Possession of a relevant qualification. 

Essential Eligibility Requirements / Special Appointment Requirements

1.	Appointment is subject to a satisfactory Criminal Record Check conducted by the Department.
2.	Candidates possessing international qualifications must provide assessment by the Overseas Qualification Assessment Unit (OQU) from Department of Workforce Development and Training WA or OQU assessment from another state for approval as an equivalent by the Executive Director, Department of Commerce. 
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