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Position Description. 

 

POSITION TITLE: EXECUTIVE ASSISTANT TO THE BOARD 

AWARD: Social, Community, Home Care and Disability Services Industry 
Award 2010 

CLASSIFICATION LEVEL: Social and Community Services employee level 3. 

STATUS Casual, as required. 

DEPARTMENT: Corporate Services 

LOCATION: 135 Kepler Street, Warrnambool (or where elsewhere required). 

CURRENT INCUMBENT Vacant 

REPORTS TO: Board Chair and the Executive Director of Corporate & Business 
Services. 

OTHER POSITIONS THAT 
REPORT TO THIS 
POSITION: 

Works closely with all service delivery teams. 

DATE PREPARED: 15 April 2021 

ABOUT GUNDITJMARA ABORIGINAL COOPERATIVE 

Incorporated in 1982, Gunditjmara Aboriginal Cooperative is an Aboriginal Community 
Controlled Organisation (ACCO) that provides a range of holistic community health and social 
support programs, principally to the Aboriginal community and other residents in Warrnambool 
and outlying areas.  

We work in close partnership with local government, other health service providers including 
other Aboriginal Community Controlled Organisations in the Western District of Victoria, liaising 
regularly on the provision of health service and social welfare and community support 
programs. 

To read more about the rich history of the Gunditjmara peoples, please refer to our website: 
www.gunditjmara.org.au. 

PRIMARY OBJECTIVES OF THE POSITION 

The purpose of this position is to provide timely and accurate assistance to the Gunditjmara 
Aboriginal Cooperative Limited Board of Directors. 

DUTIES & RESPONSIBILITIES 

The following is indicative of what the incumbent can expect in the role: 

• Assisting Board Members on all board related matters. 

• Liaison with GAC CEO and Executive Directors to ensure continuity of communications 
and that information required by the Board is provided in a timely manner. 
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Position Description. 

 

• Administration of Board governance activities including declarations, police checks and 
other associated duties. 

• If called upon, advise the Board on matters relating to its Constitution. Where required 
this may include seeking legal advice from the GAC lawyers. 

• Project management for the Board and committee meetings and associated secretarial, 
administration and organisational logistics, including: 

o Ensure that all Board documentation is in accordance with professional 
standards and the Board’s Constitution. Ensure secure filing of same. 

o Diary and schedule management of all board meetings. 

o Ensure that the meeting calendar is produced in accordance with the 
instructions of the Board and distributed to the Board Directors, GAC members, 
GAC CEO and GAC Executive Directors, and other interested parties in a timely 
manner. 

o Taking of minutes at all meetings held under the auspice of the Board of 
Directors (eg usual, extraordinary, annual general, sub-committees, etc). 

o The preparation and/or distribution of agendas, notifications, supporting 
documentation, mailouts, etc as required. 

o Preparation, collation and distribution of all board materials and committee and 
subcommittee papers – ensuring that all participants have all papers within the 
required timeframes (well ahead of the meetings). 

o Ensuring that a venue is booked and preparation of all catering and resources 
required by the Board to conduct an efficient and effective meeting is done in a 
timely manner. 

o When required, organise, and manage all special events being conducted by the 
Board. 

• Maintain a membership system register in line with the rules of the Cooperative’s 
Constitution, ensuring that all records are up-to-date and new memberships are put to 
the Board in a timely manner. Ensure that the GAC CEO is kept up to date on GAC 
membership. 

• Notify applicants of outcome of their Membership applications and provide the GAC 
member welcome pack to new members.  
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Position Description. 

 

• Preparation of the Annual General Meeting report (ensuring that final proofing by the 
GAC CEO and Executive Directors is agreed prior to arranging printing). 

• Be the “contact officer” for Proof of Aboriginality applications and ensure that all such 
applications are put before the Board in a timely and professional manner. 

• Ensure that all Board policies are current and fit-for-purpose and identify policy 
requirements where none currently exist. May be required to draft new policies or 
update existing policies for Board approval. 

• Manage and reconciliation of Board expenses in line with GAC financial expenses policy. 

APPLICABLE TO ALL GAC EMPLOYEES 

Leadership 

• Be a positive role model for GAC, utilising training and experience to enhance employee 
satisfaction levels, leading to greater productivity. 

• Effective delegation/Time Management 

• Manages own time and where applicable effectively delegates. 

Financial 

• Where required, budgets are maintained or input provided, costs are minimised through 
intelligent spending, and reported on as required. 

Confidentiality & Privacy 

• Confidentiality and privacy of all information obtained is maintained. 

Behaviours 

• At all times adhere to GAC’s Code of Conduct and Equal Employment Opportunity policy 
and have a zero tolerance to discrimination, bullying and harassment. 

Quality control 

• Work in accordance with all relevant GAC’s Quality system. 

Safety 

• Be a positive role model for other employees in the matter of OH&S.  

Environmental 
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Position Description. 

 

• Commitment and active promotion of GAC’s Sustainable Business Growth 
(Environmental) Policy. 

CULTURAL SAFETY 

Gunditjmara Aboriginal Cooperative Limited is a culturally safe workplace. This means that any 
person who works for, on behalf of, or visits our organisation can expect: 

• Shared respect, shared meaning, and shared knowledge. 

• The experience of learning together with dignity and truly listening. 

• Strategic and institutional reform to remove barriers to optimal health, wellbeing, and 
safety outcomes for Aboriginal people. This includes addressing unconscious bias, 
racism and discrimination, and the ability to support Aboriginal self-determination. 

• We take responsibility for ensuring their own cultural values do not negatively impact 
on Aboriginal peoples, including a responsibility to address their potential for 
unconscious bias, racism, and discrimination. 

• We take responsibility to support self-determination for Aboriginal peoples – this 
includes sharing power (decision making and governance) and resources with Aboriginal 
communities, and is especially relevant for the design, delivery, and evaluation of 
services for Aboriginal peoples. 

CHILD SAFETY 

Gunditjmara is a Child Safe Organisation and is committed to the safety of children and 
protecting children from abuse. Pre-employment checks include: 

• Undergo and attain a satisfactory police check. 

• Be in possession of a current Victorian Employees Working with Children Check card (or 
a clearance, whilst awaiting delivery of the card). 

•  Be able to attain two satisfactory employment references that attest to the incumbent’s 
suitability to work with Aboriginal and non-Aboriginal children. 

KNOWLEDGE, QUALIFICATIONS & EXPERIENCE 

Essential 

1. Previous experience in assisting a Board of Directors (preferably in a not-for profit setting, 
but not essential). 

2. Ability to multitask and prioritise tasks. 
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3. Excellent time management skills. 

4. Well-developed organisational skills. 

5. Attention to detail. 

6. High level verbal and written communication skills. 

7. Professional discretion. 

8. Demonstrated ability to work with minimal supervision. 

9. Physical and mental capability of fulfilling the requirements of the position. 

Desirable Knowledge, Skills, Characteristics 

1. Identifies as Aboriginal and/or Torres Strait Islander 

2. Knowledge and understanding of Aboriginal and Torres Strait Islander cultures and 
understanding of the local Aboriginal Community. 

3. Ability to work with Aboriginal organisations, communities, and individuals in culturally 
appropriate ways. 

4. Current Victorian drivers’ licence. 

KEY SELECTION CRITERIA: 
 

Qualifications, Knowledge, 
Skills and Experience 

Essential 

• See above. 
Desirable 

• See above. 

Management skills • Self-managing in both time and project deadlines. 

• Specific and set objectives are to be achieved in the 
most efficient and cost-effective manner within a set 
timetable with available resources. 

• Understanding of personnel policies and practices 
applicable to the work performed and supervised 
employees. 

Communication skills • Able to communicate with clients, management, and 
employees in an effective manner. 

• Ability to act cooperatively, friendly, and reasonably to 
promote workplace harmony and team effectiveness. 

• Write reports and correspondence in field of expertise 
that can involve legal precedent. 
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Position Description. 

 

Personal Qualities • Self-motivated. 

• Innovative, forward thinking. 

• Prepared to learn and develop. 

• Team orientated. 

• Customer focused. 

• Able to present themselves and their work in a way 
that enhances the public image of GAC. 

• Willing to try new ideas and participate in change. 

• Focused on health and safety in their work. 

• Able to be self-managing. 

Specific Conditions/Restrictions • Must comply with reference and qualification checks 
prior to employment (and present originals of 
qualification updates for copying and updating of 
training registers). 

• Must be physically and mentally capable of carrying out 
duties of the position. 

• Able to pass a National Police check (at the 
organisation’s expense). 

• Able to pass a Victorian Employee Working with 
Children Check (at the organisation’s expense). 

• Current Victorian Driver’s License.  

• This role may require some out-of-hours’ work. 

 

Sign here x Sign here x 

Ashley Couzens 
CEO Incumbent (Print name) 

Date:  Date: 

 


