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Position Description 
Executive Assistant 
 

 

 

 

Position Executive Assistant 

Team/s Impact and Strategy  

Services 

Employment Type 

Hours 

Full Time, Fixed Term Contract (12 months) 

38 hours 

Location Sandringham and Frankston 

From time to time the incumbent may be requested to work from, or 

be based at, other Family Life sites.  

Reports To General Manager Impact & Strategy and General Manager 

Services 

Effective Date September 2019 

 

 

 

The Impact and Strategy Unit is responsible for practice development and quality, strategic 

planning, submissions and growth, research and evaluation and oversees Heartlinks, Family 

Life’s fee for service counselling and training business.   

The Services Unit is responsible for providing support and services to vulnerable children, 

young people and families. The Services Unit oversees operation of the variety of government 

funded programs across Family Violence, Family Law, Family Services and Mental Health. The 

Services Unit also oversees Operations Support, Project Support and Facilities and Property. 

Overview of Program 
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The Executive Assistant is responsible for providing high-level administrative and 

organisational support to both the General Manager, Impact & Strategy and General 

Manager, Services.   

 

 

 

The key responsibilities include but are not limited to: 

1. Performing and coordinating a wide range of administrative tasks to maintain and 

enhance day-to-day operations of the General Managers, including the preparation 

of correspondence and reports. 

2. Providing a link between the General Managers and their teams and other 

stakeholders, by managing diaries, meetings, emails and calls. 

3. Arranging meetings, compiling meeting agendas and other 

documentation/resources for meetings, taking minutes and following up action items 

from previous meetings. 

 

4. Assisting with the planning, execution and implementation of various projects. 

5. Working collaboratively with the Executive Assistants of the CEO and Deputy CEO. 

6. Contributing positively to a strong workplace culture which supports creativity, 

innovation and effective working partnerships. 

 

 

 

 

1. At least one-year’s experience as an Executive/Personal Assistant (essential) in the 

Community Services sector (preferable). 

2. Highly developed interpersonal and written communication skills and the ability to 

interact positively with a wide range of people from diverse backgrounds.  

3. Advanced information technology skills, including Google Suite and Microsoft Office.  

Position Objective 

Key Responsibilities 

Key Selection Criteria 
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4. High-level administrative skills, with experience in improving administrative systems and 

processes. 

5. Excellent organisational skills and attention to detail. 

6. Ability to prioritise and plan work within a dynamic environment, whilst responding 

flexibly to meet changing needs and deadlines. 

7. High level of professionalism, discretion and judgement. 

8. Ability to work autonomously with self-direction, initiative and a solutions-focused 

mindset, whilst contributing effectively to a team. 

9. Demonstrated resilience and positivity. 

10. Project Management/Coordination skills and experience (desirable). 
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Our six principles are at the heart of the work that we do at Family Life, they inspire us to 

achieve the best results for our clients and the communities we serve.  The principles 

exemplify our commitment to support our people to produce quality services and 

outcomes. 

 

 

 

 

 

 

The Family Life Way 
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• Family Life is a youth and child safe organisation. We value, respect, and listen to 

children and young people. 

• All offers of employment are subject to a satisfactory Working with Children Check 

and Police Records Check. 

• Family life operates across multiple sites therefore it is essential that all employees hold 

a current Driver’s License. 

• Family Life offers generous Salary packaging benefits.  

• All offers of employment at Family Life are subject to a six-month probationary period.  

• Family Life is committed to providing a safe, healthy and friendly working environment.  

• We pride ourselves on being flexible and family-friendly wherever possible for the 

mutual benefit of employees and the organisation.  

• We expect all Family Life employees and volunteers to understand and behave in 

accordance with our principles, purpose, values and code of conduct.   

Additional Information 


