Position Title:

POSITION DESCRIPTION

Australian Broadcasting Corporation

EXECUTIVE ASSISTANT

Position no:

30007095

Team: [People & Culture]

Department: CPO Office

Location: Ultimo

Reports to: CHIEF PEOPLE OFFICER
50024232

Classification: Administrative/Professional

Schedule: [Schedule A]

Roster cycle

[Non-Rostered]

Band/level:

[Band 7]

HR Endorsement:

25/06/2026

Provide high-level administrative support to the Chief People Officer, including coordinating
activities for the CPO and communicating with a wide range of stakeholders to support the smooth
day-to-day operation of the People and Culture division.

e Provide a high level of executive support to the Chief People Officer including:
o diary coordination and management
o booking travel
o reviewing and drafting correspondence
o preparing agendas

o minute taking and action list creation

Oversee the administrative day-to-day operations of the CPO’s office and support the effective
functioning of the People and Culture Division.

Assist with supporting ad hoc projects across the CPO Office as required.

Act with discretion regarding highly confidential and complex matters.



Process expense claims and invoices and ensure timely reconciliation, submission, and compliance
with ABC policies.

Action and resolve matters not requiring the attention of Chief People Officer, ensuring appropriate
communication and documentation.

Plan and manage logistics for workshops, meetings, and events led by the CPO and/or People and
Culture function.

Identify and implement improvements to processes within the CPO’s office. Act as a key point of
contact for internal and external stakeholders.

Manage the People and Culture Coordinator and ensure admin support is provided to the People
and Culture Leadership team.

Actively promote the ABC values and apply all relevant workplace policies and guidelines.

Cooperate with any reasonable instruction, procedure or policy relating to safety and take
reasonable care for your own safety and that of other people who may be affected by your conduct
while at work. Additional WHS responsibilities apply to Managers and Supervisors, Team Directors,
and other Officers.

Key Capabilities/Qualifications/Experience

1. Relevant tertiary qualifications or demonstrated equivalent skills, knowledge and experience.

2. Demonstrated highly advanced administrative and organisational skills, with excellent time
management and ability to prioritise multiple tasks.

3. Demonstrated highly developed communication and interpersonal skills and proven experience
in liaising with a broad range of stakeholders. Ability to work with minimal supervision with an
aptitude for accuracy and attention to detail.

4. Ability to apply a high level of initiative and judgement, and exercise tact and discretion.
5. Excellent time management skills with the ability to meet strict timeframes with competing
priorities.

6. Digital literacy and high proficiency with a broad range of computer-based technologies and PC
applications including Microsoft Office, to effectively understand administrative and financial
procedures.

7. ABC Values: Demonstrated personal commitment to fostering an inclusive and respectful
environment, grounded in integrity and aligned with the ABC Values of aiming high, thinking
differently, taking ownership, and delivering together.

8. ABC Policies: Understanding of the relevance and scope of ABC Policies and the ABC Values and
a commitment to adhere to these; particularly in relation to complying with health, safety and
wellbeing requirements in the workplace and acting in accordance with the ABC Values.

9. Diversity and Inclusion: Ability to communicate effectively and build relationships with people
from a range of diverse backgrounds.
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