
POSITION DESCRIPTION 

TITLE: EXECUTIVE ASSISTANT CEO AND MAYOR 

LEVEL: BAND LEVEL 5-6 

RESPONSIBLE TO: CHIEF EXECUTIVE OFFICER AND MAYOR 

Position Status: Permanent - Full Time 

Stepnen Hoyne, Chief Executive Officer Date:18/12/2025 

POSITION OBJECTIVES: 

To support the Chief Executive Officer (CEO) in achieving the long-term goals of the organisation by 

managing the day-to-day operations of the CEO's office including providing high level administrative 

and secretarial support to the CEO and Mayor. 

KEY RESPONSIBILITIES: 

• Proactively manage the effective functioning of the CEO and Mayor's offices.

• Ensure the efficient management of the CEO and Mayor's diaries and provide relevant

information in a timely manner.

• Manage and monitor correspondence to the CEO and Mayor and ensure that the CEO and

Mayor's offices comply with expected response performance.

• Research and report on a range of special projects as directed by the CEO.

• Manage official functions on behalf of the CEO and Mayor's offices including Australian

Citizenship ceremonies and other events.

• Coordinate and prepare agendas and associated documents for Council and Committee

meetings, ensuring compliance with requirements of the Local Government Act and other

relevant legislation.

• Attend Council meetings and take minutes.

• Monitor and Coordinate responses to Council resolutions to ensure they occur within

appropriate timeframes and to a standard consistent with the requirements of Council.

• Operate within the delegated authority defined in Council's Delegations Register.

• Project Council's image positively as one of courtesy and cooperation.

• Effectively use Council's document management system ensuring tasks are actioned

on time.

1 






