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JOB DESCRIPTION

Executive Officer

ABOUT UNITING

Our purpose:	To inspire people, enliven communities and confront injustice. 
Our values:	As an organisation we are Imaginative, Respectful, Compassionate and Bold.

Uniting NSW.ACT is responsible for the social justice, community services and chaplaincy work of the Uniting Church in NSW and the ACT. 

We provide care and support for people through all ages and stages of life, with a focus on people experiencing disadvantage and vulnerability. Our purpose is to inspire people, enliven communities and confront injustice. 

We value diversity and always welcome everyone exactly as they are. 

ABOUT THE ROLE
Role Purpose 
[bookmark: _Hlk107675862]This role is responsible for supporting the General Manager Impact and Innovation and the General Manager Advocacy and External Relations and their leadership team by providing high level coordination the Social Impact and Advocacy Directorate initiatives and projects. This is a key role in supporting the implementation of Directorate strategies and managing content for committee and leadership meetings.

The Executive Officer is also a principal liaison point for the General Managers, managing the flow of information to and from the General Managers, often representing them on organisation-wide projects that require high level coordination. 

The role works with and provides direction to the Executive Assistant to the General Managers. 


ROLE KEY ACCOUNTABILITIES
You will be an integral member of the Social Impact and Advocacy Directorate in the Office of the CEO through the following:
Maintain a high standard of conduct and work performance based on Uniting’s values to promote our reputation with key internal and external stakeholders
Ensure integration and collaboration across Uniting programs to deliver seamless and impactful end to end services with the customer at the centre
Actively engage and participate in the performance management framework and review processes at Uniting
Act in a manner which upholds and positively reflects the Uniting Code of Conduct and Ethical Behaviour
Contribute to a culture of openness, feedback and productivity
Model, communicate and act in ways that are consistent with our values of Bold, Respectful, Imaginative and Compassionate
Take care of the safety of yourself and others at all times and undertake work in a safe manner in accordance with policies, procedures and instructions (written or verbal) and in adherence to WHS policies and procedures
Actively contribute to a safe and supportive working environment that is inclusive of all staff through celebrating their nationality, cultural background, LGBTI status, abilities, gender and age.

As the Executive Officer for the Social Impact and Advocacy Directorate, your role specifically will:

Operate as a valued advisor to the General Managers and the Directorate leadership team, taking ownership of a broad range of issues and projects, for example driving leadership development initiatives, coordinating risk plans, monitoring strategic directives and goals.
Act as a key liaison for the General Managers, fostering collaboration across Uniting, keeping abreast of organisation-wide activities and external factors and partnerships, and acting as the voice for the General Managers where required on projects that require high level coordination across the Directorate or across Uniting.
Develop systems and processes to manage the flow of information to and from the General Managers and their direct reports, ensuring timeliness, consistency and integrity in knowledge and data management. 
Project manage and contribute to General Manager-led engagements or projects to achieve strategic and operational objectives. 
Act as a driver for, and project manage, Directorate strategic initiatives, managing the governance processes for strategic initiatives, monitoring milestones and preparing/coordinating related reports and updates.
Organise, prepare agendas for, and take minutes at leadership and committee meetings, ensuring agendas are relevant, engaging and aligned to important directorate and strategic initiatives.
Prepare briefs, reports and correspondence for the General Manager in preparation for leadership and committee meetings and engagements, including conducting research and providing strategic advice and information.
Manage internal and external facing events and forums that foster and celebrate an innovation culture at Uniting and set up Uniting as a thought leader.Undertake, drive and participate in other project work as required. 


ABOUT YOU IN THE ROLE

As a staff member of Uniting you will celebrate diversity and welcome all people regardless of lifestyle choices, ethnicity, faith, sexual orientation or gender identity.

Your directorate:     	 Social Impact and Advocacy
You’ll report to:    		Emma Maiden and Tamara Pararajasingham

YOUR KEY CAPABILITIES

Individual leadership
Improving performance - Works with others and offers suggestions to find ways of doing the job more effectively.
Owning the job - Takes ownership for all responsibilities and honours commitments within their own role and strives to achieve goals with a "can-do" attitude to levels of excellence.
Perseverance - Remains committed to completing the job in the face of obstacles and barriers.
Timeliness of work - Sets achievable timeframes and works to complete projects, tasks and duties on time.
Business Acumen
Organisational operations - Displays awareness of Uniting’s business objectives and understands how personal objectives relate to those objectives.
Organisational objectives - Has broad awareness of Uniting’s vision and values and how they apply to issues in the team.
Develops and grows the business – Understands team and organisational goals and works collaboratively with team members to achieve organisational goals. 
Makes sound decisions – Analyses problems, seeks input from relevant people and then takes appropriate action to implement the most effective solution in a timely manner.

QUALIFICATIONS & EXPERIENCE
Qualifications:
Bachelor qualification in a relevant field or equivalent experience.
Experience:
Typically this role will require 7 or more years’ experience in your field of expertise. You will have excellent written and verbal communication skills, be organised, systematic, thorough, accurate and disciplined. You will be continuing to develop in your area of expertise and be expected to provide innovative ideas to solve problems in your discipline.  It is expected that you will possess good skills at navigating a complex organisation, forging relationships, and managing through influence rather than direct authority as required.

Well-developed capacity to work across all levels and boundaries in a large, complex organisation. 
Strategic and tactical thinking.
Demonstrated project management skills.
Demonstrated experience working collaboratively with senior executives, creating a sense of team amongst executives managing diverse portfolios.
Exceptional communication skills with the ability to speak with confidence on behalf of and representing senior executives.
Aptitude for ‘managing up’, with an ability to apply tact and sensitivity whilst remaining outcomes focused, eliciting buy-in from senior executives.
Trouble shooting skills with the capacity to take charge of issues, adapt and show flexibility and see them through to resolution in a timely manner.
Ability to develop and communicate simple solutions from the many and varied strands of information that come from working within a large, complex organisation operating in a diverse industry.
Demonstrated experience managing effective agendas and meetings for senior meetings, including generating sophisticated and visually engaging reports using PowerPoint and other tools.Intrinsic motivation with a drive to produce and a commitment to continuous improvement. 
Proactive approach with strong self-awareness that shows leadership capability through anticipating the needs of others and the organisation.
Very strong influencing and relationship skills.

Even better:
Broad experience in advisory roles within government, business or peak body organisations. 
Experience working in a values-based organisation.
Understanding of the Uniting Church.
A demonstrated passion for social change and contributing to an organisation dedicated to supporting the most disadvantaged people in our communities.
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