
People working with technology 

in remote communities 

 

POSITION: 

EXECUTIVE ASSISTANT 

 

LOCATION: 

ALICE SPRINGS 

 

DATE PREPARED 

17 JULY 2018 

 

APPLICATIONS CLOSE: 

10 AUGUST 2018 

Indigenous and Torres Strait Islander people are strongly encouraged 
to apply 



 

SUMMARY 

Centre for Appropriate Technology (CfAT) 
 

The Centre for Appropriate Technology (CfAT) is an Aboriginal company and technical problem 
solver. CfAT acknowledges the significant contribution people in regional and remote Australia 
make to maintain their relationship with country. Maintaining a relationship with country may 
include a desire to live on country, visit country, develop country for economic benefit or protect 

country. 

We achieve this by providing effective and appropriate solutions to infrastructure challenges that 
people face, such as reliable power, water supply, digital connectivity, built infrastructure, training 

and skills development. 

Established in the 1980’s, CfAT is an Aboriginal and Torres Strait Island (ATSI) owned (Supply 
Nation Accredited), ASIC incorporate, not-for-profit company limited by guarantee, with a 

majority ATSI workforce. 

CfAT is also the sole shareholder of Ekistica Pty Ltd, a leading advisory and technical consultancy 

firm in regional Australia, and a joint venture partner with MyPathway in CFATMPJV Pty Ltd. 

 

 

About the Role 

This position is responsible for the delivery of effective and efficient Executive Assistant support 
activities to the Chief Executive Officer and Board Chairperson. The role is integral in ensuring that 
all communication, scheduling, meetings, reports (internal and external), event planning, corporate 
and board communications and travel are organised to allow for the efficient function of the 

organisation, including joint venture entities.  

The individual will be required be required to eventually assume the role of CfAT Company 
Secretary. The role also provides input to corporate marketing and communications support 
(oversight of company social media and website) to the executive. This position coordinates the 

corporate administration tasks of the Administration Officer. 

 
 



 

RESPONSIBILITIES AND JUDGEMENT 

 
This position works under the general or broad direction, direction being limited to 
work priorities, practices and task technicalities. The individual is responsible for setting 

priorities and monitoring work flows in his/her area of responsibility  

WORKING CONDITIONS 

 
This position is office based and requires a high degree of computer work, secretarial 
duties, meeting attendance and interpersonal communication. However, for individuals 
with the demonstrated skills and experience opportunity exists to be part of project 
teams engaging with Aboriginal people in remote communities involving remote travel  



 

KEY CONTACTS 

Responsible to:     
 Chief Operating Officer 
 CEO 
     

Works with:   
 CfAT Board 
 CfAT Executive Team 
 CfAT Staff 
 

Supervises/Manages:  
 CfAT Administration Officer 

CONDITIONS OF EMPLOYMENT 

 
 Employment conditions are subject to the terms of CfAT’s Individual Employment Agreement 

and Fair Works Act. 

 Employment is fixed term. 

 Working hours are 37.5 hours a week within the hours of 8am to 5pm Monday to Friday.     

 Annual leave entitlement is 5 weeks per annum. 

 Employer-funded superannuation is paid in accordance with the Superannuation Guarantee 

Legislation  

 Option to participate in the CfAT Salary Sacrifice Scheme which provides access to remote 
area exempt benefits and other tax benefits due to CfAT’s status as a Public Benevolent 

Institution (PBI).  



 

QUALIFICATIONS AND EXPERIENCE 
 

 Business administration or corporate governance qualifications, or related discipline and/or 

prior experience in a similar role; 

 Demonstrated experience managing information management systems for correspondence 

and contracts;   

 Demonstrated experience organising functions and meetings including compiling agendas, 

catering and monitoring actions arising; 

 Highly developed oral and written communication skills and the ability to provide clear and 

concise written and verbal advice/information; 

 Strong organisational skills and the ability to balance competing priorities, work effectively 

in a busy demanding environment and achieve set deadlines; 

 Maturity, flexibility, discretion and judgement and the ability to maintain the confidentiality 

of issues within the office; 

 

SKILLS AND KNOWLEDGE 

 

 Demonstrated experience providing personal and administrative assistance at a senior level; 

 Sound communication and interpersonal skills, including the ability to work within a diverse 

team with minimal supervision; 

 Demonstrated marketing and digital media management skills; 

 The ability to develop and maintain close stakeholder relationships; 

 Experience with travel bookings, document management systems, report collation, finance 

and procurement;  

 Ability to prioritise, negotiate, organise and complete tasks within tight deadlines; 

 Proven ability to work as part of a team. 

 

SKILLS– DESIRABLE 

 

 Demonstrated understanding of intellectual property and ‘commercial in confidence’ 

arrangements. 

 Experience in contract management  



 

 

KEY RESPONSIBILITY   
AREAS  

TASKS 

1. Administration and  
         Management 

 Maintain systems to prioritise workflows and follow up internal and ex-
ternal requests by using a number of methods including calendar tasks 
and email to ensure matters for attention are dealt with professionally; 

 Coordinate CfAT seminars, symposia, and corporate events; 
 Under the guidance of the Chief Operating Officer provide a record 

and contract management function compliant with CfAT corporate re-
quirements; 

 Coordinate the corporate administration support activities of the Admin-
istration Officer.  

2. Client and Stakeholder  
         Engagement 

 As first point of contact, provide a professional, helpful and courteous 
reception service by attending to general enquires (both in person, over 
the telephone and on email) and relaying messages; 

 Overall responsibility for room and facilities bookings for internal and 
external clients including CfAT conference facilities and the Life Skills 
Camp;  

 Issue and retrieve day visitor passes and maintain visitor security regis-
ter during office hours; 

 Responsibility for developing and updating CfAT marketing materials, 
website and other digital media.  

3. Executive Support 

 Responsibility for managing the CEO’s emails and calendar plan-
ning, by exercising judgement in prioritising, sorting and drawing 
attention to urgent correspondence, whilst also setting in place sys-
tems to store manage and archive email traffic; 

 Coordinate meetings and functions for the CfAT Board & executive 
team including room bookings, meeting requests, catering and liai-
son with other staff members regarding agenda preparation and 
minute taking; 

 Coordinate travel arrangements for CfAT board including flights, 
other travel, accommodation and car hire. Oversee CfAT staff 
travel arrangements as required.  

4. Work Health and Safety 

 Comply with CfAT Intellectual Property policies and procedures to en-
sure CfAT intellectual assets and property are protected; 

 Comply with CfAT Code of Conduct and HR policies ensuring the stand-
ards of conduct required of a CfAT staff member are upheld; 

 Undertake any other tasks as reasonably directed by the CEO or Chief 
Operating Officer.  



 

 

KEY RESPONSIBILITY   
AREAS  

TASKS 

5.    General Responsibilities 

 Comply with CfAT Intellectual Property policies and procedures to en-
sure CfAT intellectual assets and property are protected; 

 Comply with CfAT Code of Conduct and HR policies ensuring the stand-
ards of conduct required of a CfAT staff member are upheld; 

 Undertake any other tasks as reasonably directed by the CEO or Chief 
Operating Officer.  



 

OTHER INFORMATION 

 

For further information on this position or if you wish to discuss your application, contact  

Richard Austin on 08 8959 6131 

 

Please forward your application to; 

The Human Resource Manager 

PO Box 8044  

Alice Springs NT 0871 

or  

human.resources@cfat.org.au 

 

If you are interested in the role and would like to work for CfAT, please forward your 
resume and a cover letter outlining your skills and experience relevant to the position 
and submit it to: human.resources@cfat.org.au 

 

 

 

 

 

mailto:human.resources@icat.org.au

