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Supporting Everyone to be healthy and live well 
 
 

PURPOSE OF THE ROLE 
 

The Executive Administration Assistant role provides high level administrative support to 
ensure the efficient and effective operation of Executive portfolios. The role is responsible for 
managing a diverse range of administrative tasks, coordinating priorities, and supporting the 
achievement of organisational deadlines. Operating with a high degree of professionalism, 
discretion, and confidentiality, this varied role plays a key role in supporting executives. 
 

Position Details 
Position Title: Administration Assistant 
Department Executive Administration 
Reports to: Respective Director/s 
Positions Reporting to this role: - 
FTE: Up to full time (part time positions available) 
Budget: - 
Enterprise Agreement: Health & Allied Services, Managers and 

Administrative Workers (Victorian Public Sector) 
Enterprise Agreement 2025-2027 

Position Classification: HS2  
Position Description last reviewed: August 2026 

 
 
Key Accountabilities 
This position is responsible for: 
Arranging meetings and appointments as required by respective Directors.  
Coordinating reward and recognition program and event 
Coordinating annual staff service award program and event 
Maintaining action registers to be undertaken by the Executive Director ensuring tasks are 
completed within agreed timeframes. 
Providing administration support to internal meetings. 
Triaging incoming mail and phone calls and escalating matters where required 
Assistance to code invoices 
Assistance with arranging accommodation and travel bookings as required and in line with 
policy 
Act as a delegate and liaison with external print supplier 
Facilitate and maintain the electronic and hard copy documentation as required 
Monitor the status of policies and procedures, and support the development and review of 
policies and procedures specific to the Directorate. 
Processing Oracle orders including uniforms 
Internal catering ordering 
Executive Assistance leave coverage and project work assistance where required 
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Organisational Responsibilities 
Positively promote ERH within and externally to the organisation 
Comply with the ERH and Victorian Public Sector Code (VPS) of Conduct 
Each employee has a responsibility to comply and promote practices with all ERH policies 
and procedures and familiarise themselves with those relevant to their position 
Comply with relevant registration bodies mandatory continuing professional 
development requirements 
Carry out all work and interactions in alignment with the CARE values 
Report all incidents and near misses as soon as possible after the event 
Participate in risk management activities and assist with identification and control of 
risks within their department or area of work 
Actively support compliance with the National Safety & Quality Health Service 
Standards and other professional standards and relevant regulatory requirements 

 
 
CARE Values 
All staff are expected to behave in a way that is in alignment with our corporate values: 
Collaboration Works with a team focus 

Cooperates with others and gains input and support to assist in 
achieving objectives 
We work with others to achieve shared goals 

Accountability Monitors the impact of one's own behaviour on others 
Supports a "no-blame" culture in reporting incidents and helping to 
effectively resolve them 

Respect Treats people fairly and openly 
Treats people with dignity 
Demonstrates personal standards of consistency, tolerance and patience 

Excellence  Consistently supports and follows organisational policies and 
procedures 
Actively participates in identifying opportunities to improve what we 
do 

 
Key Relationships 
Internal External 
Executive Director Finance / Corporate Services External suppliers 
Executive Director People, Culture Safety Key contacts with agencies and Health 

Services 
Manager, Office of the CEO Members of the public and community 

leaders 
Managers and staff within ERH organisational 
structure 

 

Executive Administration and PR Comms teams  
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Selection Criteria 
Essential: 
Sound understanding of the importance of confidentiality and proven discretion in the 
handling of sensitive matters 
Strong planning and organisational skills with an ability to problem solve  
Experience and understanding in the preparation of agendas and minute taking 
Excellent verbal and written communication skills with attention to detail 
Demonstrated ability to work autonomously and in a team environment 
Proven computer skills with Microsoft Office applications, Canva, Adobe Acrobat  
High level of organisational and time management skills in performing multiple tasks and 
setting priorities 
An enthusiastic work ethic and a desire for team collaboration. 
Ability to multitask and prioritise key tasks.  
Satisfactory evidence of National police check and Vaccination status 
Desirable: 
Previous experience working in an Administration role or similar 

Experience working within a Victorian public health service or similarly regulated 
healthcare environment. 

 
TERMS & CONDITIONS OF EMPLOYMENT: 
Terms and conditions are in accordance with the Letter of Offer and Contract of 
Employment. 

 
I acknowledge that I have received a copy of this position description. I have read (or 
have had read to me) and understand the requirements of this position. I agree to work in 
accordance with this position description. 

 
Signed:       Date:   / / 

 
 

Print Name: 
 
cc: Employee File 

 


