Position Profile: Executive Assistant

Position No. 1942

	Position Title
	Personal Assistant to the Chief Financial Officer

	Position Number
	1942

	Position Reports to
	Chief Financial Officer (CFO)

	Direct Reports
	None

	Purpose of the Role

	This position provides high-level, confidential administrative and executive support. The incumbent works largely autonomously, with general direction from the CFO.

The incumbent liaises with VWA executives, internal and external clients, professional organisations, suppliers and providers of specialist services.
The responsibilities of the role are many and varied, but its primary function is to assist the CFO in achieving his/her personal and corporate objectives as the VWA’s Chief Financial Officer.


	Primary Responsibilities & Accountabilities


	1. Liaise with VWA executives, internal and external clients, stakeholders and suppliers to ensure the appropriate and prompt delivery of information and/or services crucial to the CFO.
2. Manage the CFO’s diary and organise meetings and functions to ensure that the his/her priorities are met in a timely and appropriate fashion.

3. Ensure that key information is available for the CFO’s use in an accurate, complete and timely manner, particularly information for Executive Management meetings, Board and Committee meetings.

4. Follow up matters to ensure timely responses for the CFO.

5. Review, prioritise and manage correspondence on behalf of the CFO, and draft replies and memos as appropriate.

6. Provide a confidential administrative service to the CFO.
7. Assist in the preparation of presentations, as directed by the CFO.

8. Perform administrative functions, including updating registers and systems, preparing meeting agendas and taking minutes, purchasing, correspondence tracking and records management.

9. Coordinate meetings and events when required, including venue booking, invitations and catering.
10. Facilitate the flow of information to the CFO’s direct reports, and provide administrative assistance to them when able.


	Key Relationships
	Chief Financial Officer
Executive Management Team (EMT)

Office of the CEO

Board members

Executive PAs

Internal and external stakeholders

 

	Competencies & Behaviours

	1. Accuracy and Compliance

2. Adaptability

3. Focus and Perseverance

4. Information Gathering

5. Stakeholder Support and Service

6. Tactical and Analytical Understanding

7. Utilising VWA and Industry Awareness

8. Working in a Team



	Essential Skills, Education Levels & Experience

	1. Extensive experience and demonstrated ability in the provision of high-level support to a senior executive.

2. Proven initiative and excellent organisational skills, including the ability to prioritise own work, manage an executive’s diary, and work with minimal supervision whilst having to meet tight deadlines.

3. Highly developed communication and interpersonal skills, including the ability to liaise and consult with all members of an organisation, including executives, senior staff and internal and external clients.

4. Produces a high level of accuracy in outputs and is focussed in achieving outcomes.

5. Demonstrates discretion, initiative and tact in the handling of issues and enquiries, and takes timely and effective actions as appropriate.

6. High-level proficiency in a range of software, including word processing, spreadsheeting, presentation and graphics, budget and diary management software. Proficiency in MS Word, Excel, PowerPoint, Lotus Notes Calendar and email are strongly desirable.

7. Experience in the development and maintenance of office support systems and procedures, together with the proven ability to monitor and implement changes to improve effectiveness.

8. Proven ability to work constructively in a team environment.
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