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5.  KEY SELECTION CRITERIA

1. Previous - experience in providing executive level administrative assistance displaying excellent
customer service by being confidential, professional, discrete and courteous.

2. High level of keyboard and data entry skills, and the ability to take meeting minutes with speed and
accuracy using advanced knowledge of the MS Office Suite and working knowledge of corporate
and financial software systems.

3. Well-developed oral and written communication skills with an ability fo communicate clearly and
professionally with individuals at all levels.

4, Proven time management skills including the ability to accept responsibility, display initiative, prioritise
work, meet deadlines and work under pressure.

5. Ability to work effectively in a team environment.

WORKPLACE HEALTH AND SAFETY

The employee will comply with their health and safety duties as detailed in the Work Health and Safety Act
2011 and Council's Workplace Health and Safety Management System Plan. Employees will also comply
with: -
« Their health and safety duties as stated in Council's procedure tited Work Health and Safety Duties
and Responsibilities.
e Instructions given by the manager and/or supervisor in respect of the health and safety of
themselves and other persons.

CUSTOMER SERVICE
The employee will provide excellent customer service to internal and external customers.

FRAUD, CORRUPTION AND RISK MANAGEMENT

e Report any risks identified (including fraud and corruption) in the performance of duties and
responsibilities related to routine day fo day activities and special projects.

e Participate and contribute fo the conduct of a documented risk assessment that includes fraud
and corruption prevention, evaluation, analysis and mitigation of Council's risk exposure.

INTELLECTUAL PROPERTY

Security of Council information viewed or accessed during the performance of duties is contained in the
provisions of the Employee Code of Conduct. Subsequently, employees are required to ensure the security
and appropriate intended use of Council information at all fimes.
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