
POSITION DESCRIPTION 

TITLE: EXECUTIVE ASSISTANT DIRECTORS 

LEVEL: BAND LEVEL 5 

RESPONSIBLE TO:    EXECUTIVE DIRECTOR INFRASTUCTURE 

Position Status: Permanent - Full Time 

Stephen Hoyne, Chief Executive Officer Date:  25/03/2026 

POSITION OBJECTIVES: 

To provide administrative and secretarial support to the Directors, thus enabling the directorate's 

efficient day-to-day operations 

KEY RESPONSIBILITIES: 

• Act as the initial contact point for the Directors to ensure efficient liaison between the

Director's offices, the wider organisation, and external stakeholders.

• Provide administrative and secretarial support services to the Directors including:

o email management

o dealing with enquires by phone, online, in writing and in person

o preparing letters and other correspondence

o filing documents, maintaining records and registers

o coordinating and prepare meeting agendas and associated documents

o coordinating meetings and appointments and record minutes

o undertaking research and report for special projects

o assisting with tasks relating to the directorate

o other organisational support services as may be required

• Project Council's image positively as one of courtesy and cooperation.

• Meet all Occupational Safety and Health requirements and follow appropriate safety and health

practices for self and others.
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