
Executive Assistant
2022

● Flexibility to work from home / hybrid
● Great benefits including professional development and volunteer leave
● 5 weeks of paid annual leave
● Salary $80,000 - $85,000 (neg) plus super

Beyond Zero Emissions

Beyond Zero Emissions is an internationally recognised think tank that shows through
independent research and innovative solutions how Australia can prosper in a
zero-emissions economy.

To inspire political leadership and accelerate policy change, we publish research on
technological solutions that unlock huge economic potential for industries, regions and
communities. Our expert research is the springboard from which we showcase and facilitate
lighthouse projects, which spurs policymakers to scale and replicate successful models.

About you

You already have a strong, demonstrated track record of supporting a CEO or other senior
executives in planning and delivery of their roles. You have great attention to detail, with
high level written and verbal communication skills. You relish a fast-paced environment, and
you are comfortable with pivoting quickly when needed. You’re a great relationship builder,
highly self-motivated with a positive approach that gets the job done. You’re excited to be
part of accelerating the transition to a zero-emissions Australia.

If this sounds like your dream role (even if you don't necessarily meet every single aspect
described), please apply now. We'd love to hear about the unique contributions that you
can bring, and encourage applications from First Nations people, those who are culturally
and linguistically diverse, people who have a disability, and other diverse backgrounds.
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About the role

This is a full time role, supporting our CEO and Chief Strategy Officer (CSO). Work from
home, or combine WFH with time in our co-working spaces in Melbourne, Sydney,
Canberra, Newcastle or Brisbane.

The Executive Assistant is pivotal in supporting the CEO and Chief Strategy Officer (CSO).
You will provide administrative, planning and logistics management support to the CEO and
CSO as they lead a fast-paced and growing team.

Tasks include liaising with internal and external stakeholders, diary and inbox management,
ensuring the CEO and CSO are prepared for meetings and speaking engagements as well
as working across the organisation to coordinate events and project requests.

● Inbox and diary management, including proactively managing scheduling, incoming
and outgoing correspondence as well as virtual and in person logistics

● Prepare hardcopy and digital briefing documents, presentations, proposals and
other content needs to ensure the purpose of meetings are fulfilled

● Ensure the highest standard of planning for governance, including organising the
AGM, Board and other senior level meetings

● Minute taking including identifying, recording and following up on action points from
meetings with relevant stakeholders

● Contributing to the ongoing development of the team by establishing positive and
constructive working relationships and by participating in the team planning process

● Proactively address logistics and material needs for group meetings, events or
day-to-day office needs and manage accordingly, including booking flights and
accommodation, venues and catering, and arranging / testing technology and
equipment

● Attend meetings and functions to support the CEO and CSO

● Support the management and use of team technology platforms including Google
Workspace, Slack, Asana and HubSpot

● Manage credit card reconciliations and process expenses

● Take charge of special projects when requested

● Ensure that the CEO, CSO and Beyond Zero Emissions are set up for success
through your meticulous attention to detail and eye for forward planning and delivery
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Our benefits

● An exciting and supportive work environment to help bring out your best. You’ll be
joining a focused and friendly team who celebrate each other’s achievements

● You get to work alongside Australia’s best thinkers and doers as part of our
award-winning volunteer program and network of collaborators

● We offer performance reviews, feedback and access to our Continuing Professional
Development Program to support your professional growth

● There’s a program of regular and informal learning opportunities, including joining
our Discussion Groups and Lunch and Learn presentations, as well as a weekly All
Staff meeting and regular social activities

Just for you

● Flexible work arrangements to help balance your work and life

● Enjoy five weeks of paid annual leave, including extended office closure over the
end of year public holiday cluster

● Three days of paid Professional Development Leave each year

● Access to our Mentoring program

● Two days of paid volunteer leave per year, including support to find an opportunity
that suits your interests and builds your understanding of volunteering

● Access to a confidential Employee Assistance Program

● We’ve had lots of practice working remotely, so you can join us from just about
anywhere in Australia and contribute to our team!
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How to apply

Your application must include:

● Your CV, and
● A cover letter which addresses each of the following selection criteria in a

maximum of three pages. Please number your responses and provide direct
examples of your experience and abilities against each:

1. Demonstrated experience in a complex, busy personal assistant or
executive assistant role, working directly with a senior manager

2. Excellent time management and organisational skills with impeccable
attention to detail

3. High level written and verbal communication skills

4. Self-motivated and able to work autonomously

5. Ability to exercise a high degree of integrity and confidentiality

6. Flexibility with tasks and changing priorities

7. High level competency with IT generally. Please comment on any
experience you have with the specific tools we use: Asana, Slack,
Hubspot, Google Workspace (we understand that you may not have used
all of these tools - so we’re also interested in your ability to pick up new
skills where needed)

8. A connection to our work and values, and a desire to contribute to our
work showing how Australia can prosper in a zero-emissions economy

We will be assessing applications as we receive them, and suitable candidates will be
shortlisted immediately. This role will close once a suitable candidate has been
selected, so please apply quickly.

Send your complete application to:

Madeline Townsend
People & Culture Manager
Beyond Zero Emissions
careers@bze.org.au
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