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ORGANISATIONAL CONTEXT
SIDS and Kids Western Australia is a not for profit community based organisation dedicated to saving babies lives during pregnancy through childhood, and to supporting bereaved families. SIDS and Kids WA achieves its mission through education services and loss and grief support throughout WA from its office at 33 Sixth Ave, Kensington.

PRIME FUNCTION / KEY RESPONSIBILITIES:
To provide support to the CEO and his/her team in their efforts to reach organsizational targets and deliver on their strategic goals to enable SIDS and Kids WA to save childrens lives and support people affected by the death of a child. 
CORE SKILLS AND ATTRIBUTES FOR THIS POSITION
· Efficient: Well developed office management skills to meet the business needs.  
· Self-motivated: Capable of dealing with situations independently.  Calm under pressure and capable of thinking on your feet.
· Organised: Able to prioritise and to support several people. Capable of competently dealing with situations in the CEO’s absence, and confident enough to commission work on their CEO's behalf
· Good communicator:  Highly developed communication skills to effectively work with a range of people while maintaining a great degree of confidentiality. Able to work empathetically in sensitive situations.
· IT literate:  Well informed on IT systems and internet savvy.
· Displays SIDS and Kids WA core values of:
· Respect
· Honesty
· Professional
· Empowerment
· Compassion




	BRIEF STATEMENT OF DUTIES / PERFORMANCE AREAS


	
A.	PERSONAL ASSISTANT, EVALUATION AND PROVISION
· Provide a high level confidential administrative, secretarial and support service to the CEO and his/her senior management team.
· Answer calls and handle queries.
· Prepare correspondence on the CEO and his/her team's behalf and undertake follow-up action of incoming correspondance as directed.
· Liaise with staff, clients, etc.
· Manage the CEO's electronic diary.
· Write minutes, prepare papers for meetings, monitor implementation of meeting items.
· Plan, organise and manage events.
· Manage a budget.
· Conduct research on the internet.
· Write reports, executive summaries and newsletters.
· Manage and review filing and office systems.
· Update websites.
· Communicate with executives of external organisations, Board members, donors, clients and a range of individuals/agencies both internal and external to SIDS and Kids WA.
· Priovide receptionist duties as required for SIDS and Kids WA.

B.	QUALITY IMPROVEMENT
· Participate in ongoing evaluation and quality improvement activities in SIDS and Kids WA.
· Participate in the risk management process within the organisation.

· Participate in professional and performance development programs as required.

C.	GENERAL
· Conduct all activities in compliance with relevant legislation including Equal Employment Opportunity, Occupational Health and Safety, and all policies, procedures and guidelines as determined by SIDS and Kids WA from time to time.

· Perform other duties as required by the Chief Executive Officer or their delegate.
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SELECTION CRITERIA


QUALIFICATIONS
Relevant experience OR equivalent level of expertise gained from a combination of experience, training or professional accreditation.

ESSENTIAL MINIMUM REQUIREMENTS
· Experience in an administrative support role.

· Demonstrated expertise in information technology.

· Demonstrated planning, procedural and organisational skills.

· Demonstrated experience of flexibility to adapt to changing needs and deadlines.

· Highly developed time management skills.

· Demonstrated communication skills working with a broad range of people.


DESIRABLE REQUIREMENTS
· Experience working in a sensitive environment.

	APPOINTMENT FACTORS / PREREQUISITES:
· Current Western Australian Drivers Licence (if applicable – to be advised at interview);
· National Police Certificate (if applicable – to be advised at interview);
· Working with Children Check (if applicable – to be advised at interview).



	POSITION TYPE / REMUNERATION



POSITION TYPE AND TERM
	Position type:
	Full time

	Position term:
	Permanent

	Period:
	



A full-time equivalent position (1 FTE) at SIDS and Kids WA is seventy-five (75) hours per fortnight.
	FTE for this position:
	1

	Hours per fortnight:
	75 hours 




REMUNERATION
	Salary 
	Please contact us for JDF Pack

	Superannuation
	9% of total salary



Salary packaging / sacrifice is available on approval from the Chief Executive Officer.  SIDS and Kids WA is classified as a Health Promotion Charity by the Australian Taxation Office.  Fringe Benefits Tax exempt salary sacrifice is available on approval from the Chief Executive Officer to a maximum of $30,000 grossed up per annum.

Please refer to the Australian Taxation Office website http://www.ato.gov.au/nonprofit and follow the links for further information.
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