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Executive Assistant
APS5
Assistant Commissioner & Chief Clinical Advisor
Ongoing 

The Aged Care Quality and Safety Commission (the Commission) was formed on 1 January 2019. The role of the Commission is to protect and enhance the safety, health, wellbeing and quality of life of people receiving aged care.

The Commission is the national end-to-end regulator of aged care services and the primary point of contact for consumers and providers in relation to quality and safety. Our vision is to support a world-class aged care system driven by empowered consumers who enjoy the best possible quality of life.

Position Description and Duties
Acting as the first point of contact for the Assistant Commissioner (AC) and Chief Clinical Advisor (CCA), you will be: 
· Receiving and screening phone calls; monitoring emails, using initiative and discretion to prioritise and action under limited guidance
· Ensuring that the AC and CCA are aware of significant issues that require a timely response and that requests for urgent information and correspondence are actioned in their absence
· [bookmark: _Hlk118459506]Ensuring that issues and concerns which have the potential to impact the clinical care of aged care consumers are escalated and addressed in a timely manner
· Triaging and prioritising requests for advice and input from the AC based on need and risk  
· Triaging and prioritising requests for advice and input from the CCA based on potential risk and urgency 
· Understanding of the work and interrelationships of the Clinical Unit, Restrictive Practices Unit and Pharmacy Unit within the Chief Clinical Advisor Group, and identifying which issues to allocate to which area
· Managing the AC’s and CCA’s diaries to meet business priorities and competing deadlines
· Assisting the AC and CCA to prepare for meetings and appointments by providing intelligence and arranging for the necessary documents prior to the meeting
· Conducting research and drafting briefings, reports and documents as required
· Developing appropriate systems, procedures and controls to enhance the accuracy, timeliness and presentation of workflow and tasks within the CCA Group, with an aim for continuous improvement 
· Working closely with the AC and CCA to identify business priorities and actively support the Commission’s and Group’s strategic direction and relationships
· Anticipating, organising, scheduling and coordinating all travel and conference arrangements and accommodation for the AC and CCA and managing supporting documentation consistent with the Commission’s policies and procedures 
· Coordinating, drafting and sending weekly messages to CCA Group staff, and drafting other communications as required
· Providing high level administrative support to the AC and CCA, including managing stakeholder requirements and expectations, room bookings and other support needed for meetings, including scribing as required

Position Eligibility Requirements
· Demonstrated organisational skills at a high level to provide day to day administrative support to Executives
· Knowledge, or the ability to quickly acquire knowledge of the role and functions of the Commission to support business priorities
·  Familiarity with the aged care context and clinical issues impacting the welfare of aged care consumers, particularly regarding psychotropic use, high risk medication use and antimicrobial overprescribing
· Superior oral communication skills and the capacity to engage appropriately with senior clinicians and aged care provider managers and board members
· Understanding of the issues faced by aged care consumers living with dementia and their families 
· Proficiency with standard Microsoft applications
· Capacity to quickly learn and adapt to internal IT operating environment  
· Demonstrated ability to work in productive partnership to optimise performance and achieve business results
· Ability to manage own work requirements with broad supervision, and to identify priorities to meet competing deadlines. 
· Effective written communication skills, including the ability to draft various forms of documents and correspondence, and concisely summarise information
· Ability to communicate with influence and work collaboratively to resolve complex issues
· Ability to positively represent the AC and CCA in verbal and written communications with all other parties

Essential Requirements
· Previous experience proving high level support to an Executive Director or equivalent
· Previous experience in a government or similar administrative setting is desirable
· Ability and willingness to travel at short notice
· Australian driver licence

Position Notes 

Salary offered will be between $77,528 - $83,844 per annum depending on skills and experience. In addition, 15.4% superannuation will be paid.

Only candidates who hold Australian citizenship can apply. Appointment is conditional on successfully completing a national police check. For more information please visit www.apsc.gov.au/citizenship-aps 

In your application please provide a statement of claims against the Eligibility Requirements in no more than 600 words.

Merit Pool established through this selection process may be used to fill this or future ongoing or non-ongoing vacancies.

How to Apply?
1. Navigate to ‘Current Vacancies’ section of the careers page and locate the relevant job title.  All documentation relating to the role and application process will be located here.
1. Click on the job title and at the bottom of the Advertisement you will be asked to create an account If you are a first-time user or to sign in to complete your application.
1. As part of your application you will be requested to complete a statement of claim and attach your Resume. Cover letter is optional
1. Click ‘Apply Now’ when you are ready to submit your application.
Please complete an online application form and submit to https://www.agedcarequality.gov.au/about-us/careers by 11:59pm (local time) on Thursday 15th December 2022
Only completed applications will be accepted. 
Contact Officer:
Please contact our recruitment team on (02) 9633 3262 or recruitment@agedcarequality.gov.au for assistance with accessing our website or with lodging your application. 
Specific questions about the role can be directed to Kate Williams at Kathleen.williams@agedcarequality.gov.au with Executive Assistant APS5 in the subject line.
Further information:

The diversity of our staff is very important to us. We welcome and actively encourage applications from people with disability, women, and people with culturally and linguistically diverse backgrounds. We recognize the richness of Aboriginal and Torres Strait Islander cultures and the unique knowledge Aboriginal and Torres Strait Islander employees bring to our workplace, policy development and service delivery. We welcome and actively encourage applications from Aboriginal and Torres Strait Islander people.

For further information about the Aged Care Quality and Safety Commission, office locations and other related resources, please visit https://www.agedcarequality.gov.au/.

For more information on the Australian Public Service, please visit 
https://www.apsc.gov.au/working-aps/joining-aps/cracking-code
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