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Executive Officer

Department | Finance and Corporate Services Reports To | Chief Executive Officer

Positions reporting to this
position | None

Location | Redfern, NSW Award Level | 8

Award Name | Social, Community, Home Care and Disability Services Industry Award 2010

Primary Purpose of this Position

The Executive Officer provides a range of high level executive, secretariat, and project support services to the CEO and
the senior executive team. This includes providing strategic advice, managing communications and implementing
strategies to support the achievement of Bridge Housing’s objectives.

Accountabilities
1. Oversee the implementation of the Strategic and Business Plans to optimise efficiency and support the
achievement of quality outcomes

2. Assist the CEO build strategic networks including managing key stakeholder relationships and representing
Bridge Housing in discussions with key internal and external stakeholders

3. Lead, develop and implement projects and initiatives outlined in the strategic plan, business plan and as
delegated by the CEO

4. Prepare small tenders and coordinate and assist in the preparation of large tenders to meet Bridge
Housing’s strategic and operational objectives

5. Prepare, manage and review the provision of high level communications and correspondence including
briefing notes, and reports. Whilst ensuring their comprehensiveness, accuracy, and timeliness

6. Research and prepare strategic advice, information and reports on diverse and complex policy, planning
and operational matters to facilitate informed decision making and planning

7. Support Bridge Housing fulfil its corporate governance responsibilities by managing board papers including
review and proof reading and supporting delivery of the annual general meeting

8. Coordinate the Agendas for Board and Subcommittee meetings, including collecting all Resolutions for
adding to the end of Agendas

9. Manage Bridge Housing’s Executive team meetings. Proofreading of documents and preparation of
Agenda’s, discussion papers and Actions

10. Working closely with the Executive Assistant and Office Manager to provide support to the CEO.
OTHER SKILLS, EXPERIENCE AND QUALIFICATIONS

e Relevant degree in social science, community services, business improvement and/or research

e Senior policy development experience in a community service or government environment




KEY CAPABILITIES

Cultural Capabilities
Cultural capabilities are common to all jobs at Bridge Housing. They describe the critical behaviours and ways of
relating to work colleagues and others. These capabilities translate the Bridge Housing corporate values such as

socially responsible, people focused, building relationships and professionalism and integrity.

SOCIALAWARENESS

CLIENT FOCUSED




STRATEGIC RELATIONSHIPS AND PARTNERSHIPS

CONTINUAL IMPROVEMENT AND CHANGE




PROFESSIONALISM AND INTERGRITY




Enabling Capabilities

Enabling capabilities are the core skills, knowledge and abilities required to effectively deliver and perform most roles
at Bridge Housing. They support the delivery of a person’s accountabilities and KPI.

PLANNING AND ORGANISING

PROLEM SOLVING AND DECISION MAKING

COMMUNICATION




COMMUNICATION continued

TECHNOLOGY

POLICY AND PROCEDURES




Professional Capabilities

Professional capabilities define the specific knowledge, skills, abilities that are specialist or specific in nature. They are
not relevant to all roles at Bridge Housing, however have been identified as critical to delivering Bride Housing’s
objectives now and in the future.

FINANCIALMANAGEMENT

PROJECT MANAGEMENT

TECHNICALKNOWLEDGE




