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	POSITION
	WORK LOCATION
	POSITION DESCRIPTION COMPLETED

	EA to CEO
	SLSNSW Headquarters - Belrose
	Jan 2026

	REPORTS TO:
	DIRECT REPORTS:
	DEPARTMENT

	Chief Executive Officer
	N/A
	Administration



	PURPOSE STATEMENT

	Provide a high level of confidential support to the Chief Executive Officer and State President (as required). This entails maximising the Chief Executive Officer’s effectiveness by coordinating administration processes including calendar management, agenda preparation, arranging meetings, taking meeting minutes, travel arrangements and communication aspects.  
The role works in a dynamic environment with competing demands and priorities, requiring strong organisational skills, high attention to detail and flexibility to manage a constantly changing agenda. Some occasional out of business hours attendance required for Board meetings and other events.
Additional administrative support to this role is provided by Reception and a part time Administration Assistant. 



	SELECTION CRITERIA

	Essential
	Desirable

	· Excellent verbal communication skills and demonstrated ability to effectively communicate with a variety of stakeholders at all levels;
· Ability to work under pressure;
· Well-developed written skills with a focus on attention to detail; demonstrated ability to produce professional correspondence and other confidential documents;
· Professional manner and demonstrated interpersonal skills;
· Professional presentation
· Motivated self-starter who demonstrates initiative and a solution-oriented approach;
· [bookmark: _Hlk219984312]Advanced Microsoft Office skills specifically Word and Outlook (intermediate skills Excel, Access and PowerPoint);
· Highly developed organisational skills with the ability to prioritise work, perform daily tasks efficiently and meet deadlines;
· Flexibility towards duties and hours, occasional after hours work required;
· Administration qualifications and/or similar experience in an office environment providing administration support;
· Proven discretion, tact and confidentiality;
· Personal attributes of flexibility, energy and resilience;
· Ability to work independently and take responsibility;
· NSW Driver’s Licence 
	· Experience working in a similar role in a Not for Profit, Sporting or membership based organisation;
· Formal meeting procedure and secretariat process experience;
· Previous experience in providing high level administration support to senior managers;
· Demonstrated experience in the preparation of agendas and taking accurate minutes;
· Knowledge of Surf Life Saving in New South Wales.





	
Direct Reporting Relationship

	




	KEY OUTCOMES (KRA)

	Outcomes
	Key Activities

	KRA 1:  Provide office management and personal assistant support to the CEO
	· Produce correspondence of both a general and confidential nature on behalf of the CEO and State President
· Produce documents, briefing papers, reports and presentations etc as requested by the CEO
· Ensure the CEO’s and State President’s calendar is efficiently managed as changes occur, or new meetings scheduled
· Monitor political correspondence and Parliamentary Hansard transcripts and delegate to Reception to assist
· Request necessary data and reports from management
· Manage phone calls and emails as appropriate to and from internal and external parties
· Act as gate keeper to CEO when required to minimise interruptions.
· Maintain SLS contact lists and relevant member details ensuring up to date and accurate
· Maintain an up to date, orderly filing system that can be easily accessed when absent
· Organise appointments and travel arrangements for the CEO and State President 
· Process expense claims for the CEO
· Undertake special projects, events and related activities as required from time to time as directed by the CEO
· Delegate routine and non confidential tasks to the Administration Assistant – eg Expense claims, travel, event and catering arrangements and non confidential correspondence.

	KRA 2: Efficient coordination of meetings
	· Schedule meetings as planned or requested by the CEO
· Timely distribution of meeting Agenda’s and Minutes within agreed timeframes:
· SLSNSW Board Meeting
· SLSS Board Meeting
· IAC
· FACC
· Risk Committee
· Surf Gathering
· Director Elections
· Annual General Meeting
· State Council Meetings
· Compile documentation required and distribute in advance to participants
· Arrange logistical requirements and ensure smooth running of the meetings
· Take minutes of meetings as required and ensure accuracy and timely distribution
· Attend out of normal hour’s meetings as required
· Coordination of business functions, lunches and dinners

	KRA 3: Provide support to the President and Directors 
	· Arrange travel and accommodation for Directors, Committee members and Branch Presidents as required
· Coordinate the reimbursement of expenses for the Directors, Committee members and Branch Presidents
· Provide administration support and diary management for the SLSNSW President as required





	PERFORMANCE STANDARDS (KPIs)

	Outcomes
	Key Performance Indicators (KPI’s)

	KRA 1:  Provide office management and personal assistant support to the CEO
	· Efficient management of the CEO’s calendar and inbox
· Prompt and efficient management of calls, incoming and outgoing correspondence
· Office systems, data management and filing are maintained and up to date;
· Travel arrangements are made in accordance with policies and procedures;
· Enquiries and requests from internal and external stakeholders are handled professionally and efficiently;
· Communication with internal and external contacts to be courteous, professional and informative.
· Reconciliation of corporate credit card on a monthly basis

	KRA 2: Provide support to Management and staff 
	· Organise appointments and travel arrangements for the Senior Leadership Team as required
· Provide occasional administrative support to SLSNSW History Panel or delegate to Administration Assistant.
· Support the arrangements of staff activities and events delegating tasks to Reception where possible
· Coordinate quarterly staff meetings as required, including catering, presenters, and meeting logistics – Surf Gatherings via assistance from Receptionist.



	CORE RESPONSIBILITIES (ALL STAFF)

	Accountabilities
	Key Performance Indicators (KPI’s)

	Work Health and Safety
	· Demonstrates action taken in identifying hazards, assessing risk, and immediately report any injury, near miss and damaged equipment or any other hazard observed in the workplace;
· Demonstrates duty of care, considers own safety and the safety of others while at work;
· Reasonably complies with WHS guidelines and procedures, using protective clothing or equipment provided at all required times;
· Is fully aware of SLSNSW’s safety procedures and expectations, and actively participates and contributes;
· Participates in the ongoing improvement of the SLSNSW WHS policy and visibly and constantly supports its implementation;
· Practice and promote the SLSNSW Equal Opportunity, Harassment and Bullying policy by treating fellow staff and others fairly and equitably and without discrimination, harassment or bullying.

	Organisational Culture
	· Promotes and encourages personal growth and effective communication.
· Understands and supports policies and procedures of the organisation as defined in the Employee Handbook.
· Continually contributes to and supports volunteers & staff, including Directors, Branches, Clubs & Members

	Leadership/Teamwork
	· Supports the decisions of SLSNSW Board of Directors and SLSNSW Management
· Displays willingness to assist others, shares knowledge openly, cooperates and supports the department.
· Receptive and open to feedback
· Maintains a positive and constructive attitude that promotes confidence in those around them.
· Contributes to staff meetings and promotes the exchange of information throughout the organisation.
· Regularly meets with Manager to discuss performance, plans and current issues

	Continuous Improvement
	· Exercises initiative in making improvements to work processes and outcomes.
· Always searches for better ways and strives for best practice.
· Embraces and adapts to change



	WORKING RELATIONSHIPS

	Internal: The EA to the CEO interacts closely with all members of staff including the Senior Leadership Team in relation to meetings and the day to day activities of the organisation.  A close working relationship exists with the SLSNSW President and regular professional liaison with the Board of Directors, Finance, Audit and Compliance Committee (FACC), Risk and Compliance Committee (RC), Investment Advisory Committee (IAC) Members and State Council is of prime importance in this role.  
External: This role liaises with relevant staff at Surf Life Saving Australia and other Surf Lifesaving states/territories.  In addition, this role interacts with ministerial and government bodies on behalf of the CEO. This role is also a direct interface with the membership wishing to contact the CEO for meetings/discussions.



	APPROVAL

	This position description has been reviewed and is considered to accurately reflect the requirements of the role and the organisation


	CEO
	Steve Pearce
	Date
	22/1/2026

	
	
	
	

	

	I have read and understood this document. I agree to and have the capacity to perform the duties and responsibilities within. 


	Occupant Name
	

	
	

	Occupant Signature
	
	Date
	

	
	
	
	




EA to CEO


General Manager Culture and Capability


General Manager Communications and Partnerships


General Manager Commercial Services, Public Safety and Emergency Management


CEO


COO SLSNSW
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