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About us 
From surfing to cycling to wining and dining and everything in between, Bass Coast provides the 

perfect balance of rural, residential and holiday lifestyles for all to enjoy – all with stunning backdrops 

of beaches, bushland and rolling hills. 

A fast growing peri urban coastal shire with a strong focus on the balance of environment, economy 

and community. The environment is our economy. To meet the needs of our fast growing status our 

organisation has been reimagined to meet the current and future challenges. Our organisation is 

underpinned by the principles of: 

 We deliver 

 Placing the customer at the centre of everything we do and, 

 Being a part of something bigger 

With a proven track record of investing in our people, we attract high quality applicants who want to 

contribute to our community, excel in their careers and live the values of Excellence, Passion, 
Imagination, Integrity & Courage. 

Reporting to the General Manager Resilient Communities, the Executive Assistant is responsible for 

high-level executive support.  

 



 

 

  

 Provide executive support to the General 

Manager Resilient Communities including: 

o Diary management 

o Request management 

o PAE Management Team 

o Correspondence handling 

o Procurement / purchase cards 

o Task prioritisation / follow up 

o Personal assistance  

 Provide support to the Resilient 

Communities Management Team with tasks 

such as workshop preparations, meeting 

coordination, and information management. 

 Review processes and develop procedures 

to enhance administrative functions. 

 Coordinate matters and provide support to 
the Division in relation to tasks that include: 

o Workshops 

o Divisional Activities 

Key responsibility areas 

 Manage and track the timely response and 

processing of all requests (eg. letters, 

phone calls, emails) relating to the Division. 

 Active commitment to our EPIIC cultural 
values of: 

o Excellence – striving for excellence in 

all that we do. 

o Passion –bringing our energy and 

enthusiasm and being passionate about 

our role within the organisation and 

community. 

o Imagination – to challenge and discover 

new ways of thinking. 

o Integrity – to act in good faith and 

make well thought-through, considered 

decisions.  

o Courage – to feel safe to act without 

fear 

 Other duties as directed within the skills 

and abilities of a position at this level. 

Organisational relationships 
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Applicants will be required to undergo pre-employment checks including, but not limited to, a Police 

Records Check and Working with Children Check. 

 

Pre-Employment Checks 

Performance Criteria 

Performance criteria will be developed within the first three months of appointment, recorded and 

reviewed in accordance with Council’s Performance Development Policy and Framework. 

Accountability and extent of authority  
While being accountable for the quality, cost and timeliness of work carried out, the freedom to act is 

not simply limited to standards and procedures. May contribute to emergency management activities 

when required and directed by the General Manager. 

Competencies 

Judgement and decision making 

Work can involve solving problems using professional experience and at times requiring creativity and 

initiative. Guidance and advice is usually available within time to make a decision. 

Specialist Skills and Knowledge 

Requires an understanding of the team’s and organisation’s long term goals and of the underlying 

principles that apply to the legislation and standards of the organisation. 

Management skills 

Specific objectives are achieved by an efficient use of the resources and setting priorities are required. 

Interpersonal skills 

Relate to others to gain their understanding, appreciation and support for the work being undertaken, 

including the preparation of reports correspondence and presentations. 

Qualifications and experience 

Either a tertiary qualification with no experience or a lesser qualification with relevant experience 

needs to be drawn upon to meet key responsibilities. 



 

 

 

Key Selection Criteria  

Selection will be based on the following key selection criteria; however, reference will also be 

made to other listed skills, knowledge and attributes as required in the position description.  

 Demonstrated skills and experience 

providing high level, confidential executive 

assistance to senior management and 

excellent office administration management 

skills. 

 Excellent time management, organisational 
and customer service expertise with highly 

developed oral and written communication 

skills. 

 Proven ability to manage varied and 
conflicting demands to agreed standards 

and timelines. 

 Ability to work in a professional and 

effective way within a team, and contribute 

to a positive team environment. 

 Living our EPIIC cultural values of 
Excellence, Passion, Imagination, Integrity 

and Courage. 


