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Senior Executive Support /Secretariat Officer

CLASSIFICATION:		APS Level 5

LOCATION:			Sydney

SUPERVISOR:	Senior Policy Executive 

DUTIES:

1. Provide effective executive assistance and office management to the Senior Executives, including diary management, visitor support, travel/accommodation arrangements, database, file and record management, coordination of communication streams such as correspondence and telephone calls. 

2. Manage the Commission’s responses to parliamentary reporting 	processes including:
· Draft correspondence, undertake research, collate information, prepare reports and prepare multimedia presentations under the direction of the Senior Executives.
· Preparations for hearings, including liaison with relevant internal and external stakeholders, oversight and coordination of briefing documents including responses to Questions on Notice and Senate Estimates.
· Preparation/maintenance of planning documents, evaluations
3. Provide coordination and support for administration processes across the policy group including transition to digital records and administration of Zotero software (endnoting software).
4. Work collegiately with teams across the Commission to ensure an effective flow of information to and from the Senior Executives to these areas and maintain productive stakeholder relationships.
5. Assist with the coordination of Commission papers and associated Commission meeting activities such as direct support to the Senior Policy Managers Group, including arranging venue, catering, scheduling, document preparation/editing and other support needs as required.
6. Provide budget support to the Senior Executives, including processing paperwork, maintaining and acquiring office supplies, and reconciling accounts.
7. Other duties as directed.
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