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POSITION DESCRIPTION
EXECUTIVE ASSISTANT 
	POSITION DETAILS

	Date of Position Description
	September 2026

	Position Title 
	Executive Assistant to Lord Mayor

	Position Grade
	10

	Directorate | Business Unit
	Office of the Lord Mayor and CEO

	Reports to
	Manager, Office of the Lord Mayor

	Physical Requirements Category
	Category 1 – Desk role with Ergonomic Requirements
	Job Location
	9 Wentworth St, Parramatta or 316 Victoria Road, Rydalmere
(Council retains the right to alter locations should the operational need arise)


POSITION OVERVIEW
This position is responsible for providing high-level executive, coordination and operational support to the Lord Mayor and senior staff by ensuring high quality, accurate and timely delivery of all facets of work. 

As this position provides high level direct support to the Lord Mayor, flexibility will be required for in office attendance that may be higher than the standard requirements across Council. 
KEY RESPONSIBILITIES
Role Specific
1. Provide executive support to the Lord Mayor including:

· Extensive diary and email management by ensuring time is effectively balanced and managed
· Travel arrangements, including the preparation of supporting materials
· Assisting with the maintenance of timely and effective internal and external communications including managing all correspondence received by the Office of the Lord Mayor ensuring where required it is registered and updated into the document management system
· [bookmark: _Hlk216248530]Managing incoming and outgoing communications, while maintaining a high degree of attention to detail, ensuring appropriate proofreading and checks are conducted before finalisation
· Drafting, editing and finalising reports, briefing papers, correspondence, communications, presentations on behalf of the Lord Mayor.
· Preparing the Lord Mayor for Committees and meetings of Council
· Manage coordination and logistics for conferences, events, functions, meetings including the preparation of agendas, minute taking and follow-up actions/outcomes
· Research, collect and analyse data for preparation of reports, presentations and other documents
· Support the Office of the Lord Mayor to deliver key projects and programs, and customer service outcomes while managing competing priorities, unexpected issues and a high workload independently
· Working closely & collaboratively with Lord Mayor’s and CEO’s office, following up action requests with the CEO, and Lord Mayor’s office in a prompt and efficient manner
· Ensuring smooth communication with Councillors, Ministers of Parliament and other government officials to help organise meetings and share information effectively, both verbally and in writing
· Maintain and develop business relationships with internal and external customers and provide a professional service to those who come in contact with the Office of the Lord Mayor
· Processing relevant Corporate Credit Card’s, as well as the purchase orders and accounts, record keeping, reconciling and maintaining petty cash for the Office of the Lord Mayor 
· Exercising discretion, sensitivity and confidentiality in a highly political environment
· Liaising with senior staff, the public, Government agencies, industry and commerce members and executive managers as required by the Lord Mayor and executive team 


2. Provide professional office management, coordination and support to the Office of the Lord Mayor by:
· Providing the public and first contact interface with professionalism for constituent and customer enquiries/complaints and demonstrated ability to communicate in a tactful, courteous and effective manner
· Establishing and implementing systems and processes to ensure a smooth running and efficient office including maintaining files and keeping confidential records up to date, secure and accessible to relevant staff
· Coordinate, support and manage initiatives that foster team engagement across the Office of the Lord Mayor. 
· Coordinating office facility maintenance and purchase of equipment e.g.  stationery
· Assist in compiling KPI data and preparing corresponding reports on these on a monthly and quarterly basis.

Baseline
· Promote continuous improvement and innovation in practices, optimisation of technology, procedures and recommendations with the aim of providing better service to the client base in line with the organisation’s values.
· Promote and maintain effective relationships with all external stakeholders including community organisation’s, contractors, State and Federal authorities.
· Ensure to take reasonable care of the health and safety of yourself, employees, visitors, contractors and volunteers whilst at work, and cooperate with the organisation to comply with WHS legislative obligations.
· Promote the value of diversity and inclusion in all practices, engaging with and integrating the views of others.
· Contribute to customer service and organisational effectiveness, by acting ethically, honestly and with fairness.
· Comply with Council policies, as amended from time to time.

KNOWLEDGE
Qualifications
· A TAFE certificate or equivalent and any other qualification relevant to the position
· Relevant education attainment and any other qualification relevant to high level secretarial work

Experience 
· 10+ years’ experience in a senior Executive Support role
· Demonstrated experience in business and customer liaison and relationship management.
· Experience working within complex or multifunctional environment.

· Strong understanding of local government protocols, structures and functions.
· Proven ability to work in a team environment, often under tight time constraints, to achieve Directorate and organisational goals.
· Demonstrated experience in customer relationship and management skills
· Experience working in politically sensitive environments would be desirable


Skills

· Superior administration and organisational skills with the ability to prioritise workloads and meet tight
deadlines in a high-volume work environment.
· Highly advanced computer application skills including operation of MS Office Suite, customer request systems and electronic document management.
· Typing speed of 80wpm, with 98% accuracy
· [bookmark: _Hlk216248321]Highly developed written and verbal communication skills
· Able to work with individuals of diverse cultural backgrounds sensitively
· [bookmark: _Hlk216248814]Highly developed planning, organisational and time management skills
· Be solutions focused and possess the strong ability to work with and through complex problems
· The ability to work without supervision, be autonomous and make instant decisions is essential
· Proven ability to maintain confidentiality when dealing with matters of a sensitive nature and to exercise discretion and initiative in addressing issues and problems.
· Flexible work ethic to meet varying workload demands
· Ability to build and maintain positive working relationships across all levels of the organisation and with external stakeholders and commercial partners
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