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1. General Information

	Position Title:
	Executive Assistant

	Division/Department:
	Epworth Richmond

	Position Reports to:
	Executive General Manager Epworth Richmond

	Enterprise/Individual Agreement:
	Individual Agreement

	Classification/Grade:
	N/A

	Location:
	Epworth Richmond

	Employment Status:
	Full Time 

	Resource Management
(for Management positions only)
Number of Direct Reports:
Budget under management:
	N/A

	Key Relationships - internal and external
	· Epworth Richmond Executive Team
· Department Managers
· Executive and Personal Assistants, Epworth HealthCare
· Staff, Doctors, and external stakeholders
· Committee Members


2. Overview of Epworth HealthCare
Epworth HealthCare is Victoria’s largest not-for-profit private health care group, renowned for excellence in diagnosis, treatment, care and rehabilitation. Epworth is
an innovator in Australia’s health system, embracing the latest in evidence-based medicine to pioneer treatments and services for our patients.
Epworth’s values define our approach and our delivery. We pride ourselves on communicating our values and delivering on them in a real and meaningful way. Our Values are Compassion, Accountability, Respect and Excellence. More information can be found on the Epworth website.

Epworth’s purpose is Every Patient Matters.

Our Vision is Delivering another 100 years of exceptional healthcare and innovation to the Victorian community.

3. Epworth HealthCare Strategy
[image: A picture containing text, logo, brand, label  Description automatically generated]

	All roles are linked to the Epworth strategy and are fundamental in achieving its vision and purpose.

	Exceptional patient experience and outcomes - To empower our patients and deliver compassionate, expert and coordinated care.

	A thriving healthcare organisation - To adapt and grow in a changing healthcare landscape by delivering a unique private not-for-profit healthcare organisation.

	Remarkable place to work and practice - To ensure Epworth is an outstanding place to work and practice through a culture of care and investment in our people.

	Digitally connected care - To innovate and improve the digital experience, interactions and outcomes for our patients, staff and doctors.
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4. Purpose of the Position
To provide an efficient, effective and customer-focused administrative management service to the Executive General Manager and the Epworth Richmond Executive team as required. The Executive Assistant will provide a highly professional, efficient and effective customer-focused administrative management service, event support and office coordination resource.

This Executive Assistant role has a number of key meetings that require high level support including set up, agenda preparation, minute taking and follow-up on action items.

5. Key Accountabilities
	KEY RESPONSIBILITIES
	MEASURES/KPIs TO BE ACHIEVED

	Administrative Support
· Provide full range of executive assistant and administrative support service to the Executive General Manager, including complex diary management, email management and coordination of time management
· Provide ad hoc administrative support to the hospital’s Executive team
· Proactively anticipate and pre-prepare communications on behalf of the Executive General Manager
· Proactive management of the Executive office
· Work collaboratively with, and provide support to other Executive and Personal Assistants through Epworth as required
· Varied and ranging duties from the provision of comprehensive administrative and secretarial support including diary management, management of correspondence, event management, and communication support
· Provide high level support for committees – including agenda preparation, minute taking and follow up on action items
	· Diary schedules are appropriately and accurately managed and maintained
· Communications are drafted and presented for review in advance of scheduled distribution
· Documents are professional and accurate in their production
· Efficient office procedures are appropriately managed and maintained or implemented
· Stationery and office supplies are managed optimally
· Competently utilises technology including programs such as Microsoft Office, MS Teams, photocopier, telephones and scanners
· Papers for scheduled meetings are prepared in a timely manner are packaged utilising Adobe and distributed in advance of meetings
· Minutes taken accurately, written up and circulated in a timely manner
· Effectively compile and manage communications to staff
· Ensure databases and other key customer databases are current

	Information Management
· Ensure the effective and efficient management of information within the Division
· Act as a first line resource for internal and external customers requiring information
· Co-ordinate and prioritise information and documentation within the Division
· Manage and maintain the storage and filing of information as required
	· Confidentiality and absolute discretion is applied at all times
· All electronic filing and storage of information is accurate, accessible and meets accepted organisational standards/ practice
· Executive General Manager notified of any critical issues in a timely manner
· Relevant information available to Executive General Manager when decision/s and authorisation/s being requested



	Event Management
· Event coordination and management, ensuring all events are run efficiently and effectively
	
· Internal and external events are coordinated from inception to conclusion in a timely manner with all key stakeholders engaged, informed, and involved

	Risk Management
· Contribute to the effective management of risk within the department and hospital
· Attend all hospital mandatory in-service education and be conversant with emergency codes and procedures and individual responsibility
· Comply with hospital policy and procedures relevant to the position
· Strict confidentiality is maintained at all times
	
· Annual emergency procedure/ education attendance is documented
· 100% compliance with privacy legislation and business and health confidentiality is maintained at all times

	Customer Service
· Provide professional, friendly and helpful service to all internal and external customers
	· Values and behaviours demonstrated
· Negotiate meeting times with other Executive and Personal Assistants
· Build stakeholder relationships and greet customers promptly and courteously
· Actively seek to understand customer’s circumstances, expectations and issues
· Proactively escalate concerns when necessary to ensure resolution of any current or potential breakdown in processes and systems that impact patient care and customer service
· Consistently meet or exceed the expectations of our patients and
customers at all times

	Safety and Wellbeing
· Participate actively and positively in the area of Workplace Health & Safety to reduce all hazards andincidents within the workplace
	· Comply with Epworth’s Workplace Health and Safety policies, protocols and safe work procedures at all times
· Ensure actions do not put self or others at risk (as per Sections 21 & 22 under the OHS Act 2004)
· Report all hazards, incidents, injuries and near misses immediately to your manager and log them in RiskMan
· Participate in and complete mandatory safety training on an annual basis and as required
· Actively participate and contribute to the Workplace Health & Safety consultation processes



6. Position Requirements/Key Selection Criteria

	COMPONENT
	

	Qualifications
	Desirable
· Tertiary qualification in a relevant discipline

	Previous Experience
	Essential
· Demonstrated experience as an outstanding assistant to a senior executive
· Relevant experience in a large, complex organisation
Desirable
· Experience within a similar role in the health care sector is advantageous

	Required Knowledge & Skills
	Essential
· Exceptional planning and organisational skills
· Strong interpersonal skills
· Exceptional attention to detail
· Exceptional verbal communication skills
· Highly developed plain English writing skills including the ability to draft correspondence and edit committee papers
· Demonstrated ability in supporting committees, including the preparation of agendas, minutes, and tracking of actions
· Highly developed computer skills including a comprehensive knowledge of Microsoft Office365 including Teams, Outlook, Word,

	
	OneNote, Excel, PowerPoint, Visio and Adobe Acrobat Pro.
· Commitment to excellent customer service and continuous improvement

	Personal Attributes
	Essential
· Self-starter - demonstrates a high level of self-direction and initiative
· Proactive, co-operative and enthusiastic approach to responsibilities with an ability to make decisions
· Strong judgement and discretion
· Ability to plan, anticipate, prioritise, work under pressure and meet deadlines
· Flexible and able to manage change and ambiguity
· Confident and clear communicator

	& Behaviours
	

	All employees are
	

	expected to
	

	consistently work in
	

	accordance with
	



	Epworth’s values and behaviours.
	· Patient and calm demeanour
· Respectful consultative style and strong customer focus
· High level of confidentiality and discretion
· Flexibility in work hours depending on meetings times and Epworth locations




Document Control
	Date Developed:
	Date Last Reviewed:
	Developed and Reviewed By (Position Title):

	April 2016
	May 2023
	Executive General Manager




Employee Position Declaration
I have read and understand the requirements and expectations of the above Position Description. I agree that I have the physical ability to fulfil the inherent physical requirements of the position and accept my role in fulfilling the Key Accountabilities. I understand that the information and statements in this position description are intended to reflect a general overview of the responsibilities and are not to be interpreted as being all-inclusive.




	Employee Signature:	

	Print Name:
	Date:
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