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Executive Support Officer- Position Description – March 2023

POSITION DESCRIPTION
Position Title:		Executive Support Officer

Department:		Proclaim Office for Mission Renewal
Location:	East Melbourne 
Employment Status:	Full-Time (Ongoing) 
Reports to:		Director – Proclaim Office for Mission Renewal
Number of direct reports:  N/A       
POSITION PURPOSE
The primary purpose of the Executive Support Officer is to provide administrative and office support to the Director, Proclaim: Office for Mission Renewal within the Catholic Archdiocese of Melbourne.
The Executive Support Officer is responsible for ensuring the Director’s office operates smoothly, consistently and effectively by performing delegated project tasks and administrative duties including communications, correspondence, diary, meeting and travel arrangements. This extends to the management and administrative support of the Director’s responsibilities and engagement with partners in the field of mission including Catholic clergy, parishes and agencies, ministries, and networks of the Church.
The Executive Support Officer works under the direction of the Director applying professionalism, confidentiality and discretion to the project tasks and administrative needs of the Proclaim Team in serving the broader work of mission under the authority of the Archbishop. 
Recognising the role and activities of the Director can occur outside regular business hours, a flexible approach to this position will be mutually agreed.
DEPARTMENT OVERVIEW
Proclaim: Office for Mission Renewal was established in early 2020 to support the life of the Archdiocese of Melbourne in our aim to strive for ‘the missionary option’ in all we do. In responding to this call, we heed Pope Francis’ words in Evangelii Gaudium to seek 'a missionary impulse capable of transforming everything, so that the Church’s customs, ways of doing things, times and schedules, language and structures can be suitably channelled for the evangelisation of today’s world'. (§27)
The Proclaim team is at the service of parish communities within the Archdiocese, offering strategies, resources and support. The team is divided into three domain areas that direct our efforts:
· Animation – focussed on parish renewal with a team of animation consultants who work directly in support of clergy and parish leadership teams.
· Discipleship – supporting youth and young adults, campus ministry, family accompaniment and a vocations culture.
· Formation – providing publications (including the To Know, Worship & Love texts) and resources for adult faith formation, liturgy, prayer and initiation.

ORGANISATIONAL DESCRIPTION
The Archdiocese of Melbourne through its ministries and agencies is at the service of the people of God, planting the Gospel of Jesus Christ into their communities and lives daily.
Presided over by the Archbishop of Melbourne, the Archdiocese comprises around 1.1 million Catholics, and is the largest Archdiocese in Australia with a wide variety of people, cultures and ministries, providing services and support including pastoral, educational, social welfare and administrative support. 
Under the guidance of four key priorities outlined by the Archbishop, the works and activities of the Archdiocese are oriented towards a missionary focus to address the ongoing needs of: Local Communities; Families; Youth and Young Adults; and the Poor and the Broken.
This is achieved through a pro-active engagement in the sharing of Mission; a reaching out in Gospel boldness; operating in an agile and responsive mindset; identifying and embracing what is fruit bearing in our works; understanding the outward focus and call of being missionary disciples; and being mindful of good stewarding in terms of time, talent and gifts.
At CAM we empower our staff by offering flexible work options, and a supportive and collegiate work environment.
KEY ACCOUNTABILITIES
Assistance to Director
· Share a clear understanding of the priorities of the Director and manage information, enquiries, communications and tasks accordingly
· Act as the point of contact between the Director, Leadership team and internal or external partners 
· Provide support to the Director through the provision of diary management, telephone screening and travel management
· Monitor initiatives and responses by Proclaim Team to the Director, tracking progress, key dates and related administrative requirements, alerting the Director to any issues that require her input
· Provide advice and support to the Director on matters requiring personal attention, taking into account conflicting priorities and deadlines 
· Direct matters to appropriate persons, teams, offices and agencies of the Archdiocese in the absence of the Director, representing the Director in meetings as required
· Assess and support in the management of issues, grievances and risks related to projects and team members according to existing policies and procedures
· Liaise with Team Leaders and staff on issues of leave, timesheets and time-in-lieu, and team reports, ensuring compliance with protocols as established by the Director and broader Archdiocese
· Prepare relevant documentation, create meeting agendas, record, file, draft, collate and distribute documents and correspondence on behalf of the Director
· Coordinate meeting times, organise meeting rooms, venue bookings, catering, event preparation as required by the Director
· Work collaboratively with the Chancery, agencies, parish clergy, employees and volunteers to further the mission of the Archbishop under the direction of the Director
· Perform other tasks as reasonably required by the Director
Collaboration of Proclaim Team
· Collaborate and coordinate with the Director and leadership to establish systems that support effective internal communication and external communications with partners in mission.
· Manage all incoming enquiries into Proclaim: Office for Mission Renewal and coordinate responses working in collaboration with the Office Coordinator and other team members as required.
· Monitor initiatives and responses by Proclaim Team to the Director, tracking progress, key dates and related administrative requirements, alerting the Director to any issues that require her input
· Prepare policies and procedures relating to shared administrative tasks (e.g. event planning and management);
· Participate in regular team meetings and planning meetings; 
· Assist in the coordination, planning and implementation of staff development days;
· Develop protocols and manage databases.


JOB COMPETENCIES – (SKILLS)

Organisational context
· Good understanding of the cultural and theological nuances of a faith-based organisation. 
· Possess a strong understanding of the values and teachings of the Catholic Church, and an ability to appreciate and respect its lived experience.

Technical/professional skills
· Relevant tertiary qualification in business administration, human resources, or equivalent relevant experience as a personal assistant/office administrator supporting at senior executive level.
· Experience in dealing with confidential information, and demonstrated capacity to maintain confidentiality and professional standards of behaviour in difficult and sensitive circumstances
· Proven advanced Microsoft Office skills including Outlook, Excel, Word and PowerPoint
· 
Interpersonal skills-Written and verbal
· Relates comfortably with people across levels, functions and culture by building rapport in an open, friendly and accepting way
· Demonstrates pastoral and theological nuance, diplomacy, and tact in all written and spoken communications
· Organising and Planning/Work Management 
· Ability to plan and prioritise work, manage multiple projects and meet competing commitments aligned to organisational goals and team objectives
· 
Process improvement/Innovation
· Identifies the most effective and efficient processes to get things done, with a focus on continuous improvement
· Understands organisation requirements and how the work addresses it’s needs; Identifies opportunities to improve process, systems and services; Committed to delivering high quality outcomes for the Archdiocese.

Critical thinking and problem solving
· Operates effectively, even when things are not certain, or the way forward is not clear
· Makes sense of complex and sometimes contradictory information to effectively solve problems


PERSONAL COMPETENCIES – (ATTRIBUTES)
Integrity - High level of integrity, honesty and confidentiality, with an awareness and appreciation of Catholic Social Teaching.

Confidentiality and Professionalism - Experience in dealing with confidential information, and demonstrated capacity to maintain confidentiality and professional standards of behaviour in difficult and sensitive circumstances

Relationship Building/Collaboration - Works collaboratively within and across departments, agencies, ministries and parishes of the Catholic Archdiocese of Melbourne and its partners by effectively building formal and informal relationship networks inside and outside the organisation.

Communication written and verbal - Expresses ideas effectively in individual and group situations (including nonverbal communication); adjusting language or terminology to the characteristics and needs of the audience.

Flexibility and adaptability - Maintains effectiveness in varying environments and with different tasks, responsibilities, and people, adjusts quickly to changing priorities in a fast paced, high volume work environment.

Empathy and Cultural Sensitivity - Presents with an awareness that people from different cultural backgrounds deserve empathy and understanding, not a value judgement. Ensures others are treated without prejudice.

Teamwork - Works effectively with the team to accomplish organizational goals. Takes actions that respect the needs and contributions of others. Helps create and maintain strong morale, spirit, and a feeling of belonging in his/her team. Shares expertise and successes with others. Cooperates with team members to resolve problems and achieve goals.

KEY SELECTION CRITERIA
1. A strong commitment to the teachings of the Catholic Church.
2. Demonstrate an interest in and an ease with working collaboratively with peers and people across a wide variety of levels and functions.
3. Sound time-management skills and ability to prioritise.
4. Excellent interpersonal, verbal and written communication skills.
5. Ability to multi-task and work quickly and efficiently.
6. High level of integrity, honesty and confidentiality, with an awareness and appreciation of Catholic Social Teaching. 
7. Ability to work independently 

Desired experience/Qualifications
· Relevant tertiary qualification in business administration, human resources, or equivalent relevant experience as a personal assistant/office administrator supporting at senior executive level.
· Experience in dealing with confidential information and ability to maintain professional standards of behaviour in difficult and sensitive circumstances
· Proven advanced Microsoft Office skills including Outlook, Excel, Word and PowerPoint
· Experience working in the ‘Not For Profit’ sector desirable but not essential

Pre-employment screening requirements
The Catholic Archdiocese of Melbourne is committed to the safety, wellbeing and dignity of all children and vulnerable adults. It is a requirement across our organisation that all clergy, employees and volunteers have the following 
· A valid National Police Records Check
· A valid Working with Children Check.
· Qualification Check (where a mandatory qualification is required)
INTEGRITY IN THE SERVICE OF THE CHURCH
Integrity in the Service of the Church aims to help employees reflect on and uphold Christian vision and values in all relationships and actions. The principles and standards which make up the Integrity in the Service of the Church are extensions of five basic principles for Church employees in which they:

1. Are committed to justice and equity
2. Uphold the dignity of all people and their right to respect
3. Are committed to safe and supportive relationships
4. Reach out to those who are poor, alienated and marginalised
5. Strive for excellence in all their work
Service, given according to these principles, is life-enriching for both providers and recipients.

Our Reform in the Walking program identifies the following values:

· Collaborative and can build engagement around a common purpose
· Energy and Passion for Gospel Mission – be informed by the needs of the people you serve – communities, poor, young and families
· Flexible and agile in how to respond to ever changing needs
· Accountability and delivery
· Foster solutions within the communities
· Stewardship Care

POSITION DESCRIPTION ACKNOWLEDGEMENT 
I have received, reviewed and fully understand the position description for Executive Support Officer. I further understand that I am responsible for the satisfactory execution of the essential functions described therein, under any and all conditions as described. 


Employee Name________________________________________ 	Date___________________ 



Employee Signature_____________________________________

The Archdiocese is committed to the safety, wellbeing and dignity of all children and vulnerable adults.
The Archdiocese is committed to the safety, wellbeing and dignity of all children and vulnerable adults.
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