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Position Description

	Position Title

	Office Manager and Executive Assistant to CEO


	Position Location

	Anglican Deaconess Ministries, Level 1 St Andrew’s House, 464-480 Kent Street, Sydney NSW 2000



	Reports to 

	CEO and Director of Operations


	Supervises

	The Office Assistant (casual 0.4 FTE) would report to you, and you would also supervise casual staff and volunteers for ADM’s key events, as determined. 


	Position Load

	Full-time


	Pay and Conditions

	Per the Employment Agreement and Policies of the ADM Board, unless varied by negotiation. We are proud to have benchmark Parental Leave and Flexible Work policies. 



	About the Position

	This role is central to the ministries of ADM. As a Christian women’s foundation, we want to see women, from generation to generation, flourishing in Kingdom work. This role leads the ‘ministry of space’ at ADM (reporting to the Director of Operations) and provides executive support to the CEO (reporting to her in this capacity). 

We call our head-office a ‘garden in the city’ because it is a place designed to enable women to flourish. It is a dual-use space: for women who take part in our foundation’s programs (including Mary Andrews College); and for our staff, since it includes our team’s office. As manager of the ministry of space, this role provides leadership to ensure the space serves the ADM community, as well as the needs of our team. 
In providing executive support to our CEO, this role helps the CEO to: serve those in our team and our Board Directors; keep her attention on priority projects; and maintain margin in her four-day per week work calendar as she engages with an extensive external network and has regular speaking engagements. 
It is envisaged that half of the role would be dedicated to managing the ministry of space, and half to providing executive support to the CEO. 







	Position Purpose

	The purpose of this position is to:

· Manage the ministry of space at ADM; and
· Provide executive support to the CEO.


	Position Responsibilities

	1. Manage the ministry of space at ADM and, along with the CEO, champion the office culture. Responsibilities include: 
· providing a welcome to those who visit, study and work in the ADM space, as well as those who call the main office phone; 
· developing and implementing key office management processes (eg. for room bookings); 
· setting up rooms for use; 
· managing the computer and workspace set-up for staff and those who use the office; and 
· co-ordinating and project managing ADM’s main ADM public events, as requested by the Director of Operations, including: setting up rooms for events; coordinating volunteers; and coordinating catering and pack-up;

· coordinating hospitality in the office for the CEO’s meetings. 
2. Provide executive support to the CEO, thinking and acting on her behalf. Responsibilities include: direct management of the CEO’s email, contacts, diary, documents, files, correspondence, invitations, travel and expenses record-keeping, key meetings; development of agendas; and provision of general administrative assistance to the CEO.
3. Other duties, as required by this position

4. Adhere to ADM Policies and Procedures


	What we’re looking for in a successful applicant

	1. An understanding of Anglican Deaconess Ministries, as well as a strong personal commitment to, and alignment with, our mission to ‘raise up Christian women with theological formation for practical and public engagement’
2. Personal integrity and a high level of interpersonal skills 

3. Have a servant heart – a passion for helping others to do their work in service

4. Be noted for being a warm ‘people person,’ who is highly organised
5. Have great communication skills 

6. Understand how to manage a space that serves others

7. Be able to create and master systems, and the computer skills necessary to facilitate and work in a paperless office

8. Be able to anticipate needs

9. Be willing to push back to maintain the agreed priorities and/or balance needs
The following would be desirable:

· Demonstrated high-level experience as an Executive Assistant, with evidence of being able to exercise sound judgment in interacting with people and managing resources; and

· Demonstrated event management experience, with evidence of strong abilities in project management.


[image: image2.jpg]Anglican Deaconess Ministries Limited | Level 1 St Andrew’s House 464-480 Kent St Sydney NSW 2000
T +6129284 1476 | F +61 29261 2864 | www.deaconessministries.org.au | ABN 11 069 533 482





[image: image2.jpg]