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Executive Officer

Position Description
A.
GENERAL INFORMATION
POSITION TITLE:

Executive Officer

TIME FRACTION:

0.8 EFT

SALARY PACKAGE:

$76,000 pro rata PLUS superannuation. Capacity to 





salary sacrifice a fully maintained vehicle is available. 
REPORTS TO:

ACE (Vic) Executive

RESPONSIBLE FOR:
Administration Officer (AEO3)






Book keeper

Consultants working on projects
DAYS OF WORK:

Normally Monday to Friday, but as agreed.

B.
KEY RESPONSIBILITIES
1. Building Member Capabilities

· Provide appropriate industrial relations and human resources advice service to support members with their obligations as employers
· Further develop the range of services offered by ACE Vic to its members
· Identify and respond appropriately to the professional development needs of members
· Keep the membership informed about the impact of government policy and other issues impacting on delivery
· Provide advice and support to foster community management of ACE
2.
Advocacy and Influence

· Advocate on behalf of ACE Vic members to appropriate politicians, government departments and agencies. 
· Provide high quality submissions to government enquiries, round tables and panels. 
· Maintain and strengthen strategic relationships and partnerships that benefit ACEVic members.
3.
Networking and Information Sharing
· Foster networks and communities of practice amongst ACE Vic members

· Develop a range of effective communication systems to gather the views of and inform the membership. 
C.
KEY PERFORMANCE INDICATORS
1. Operating budget targets are met. 
2. A high level of satisfaction with HR / IR advice and support as indicated by the Annual Member Survey
3. A fully subscribed conference with an average approval level of 3.5 out of 5 or above.
4. At least 5 % increase in membership over the first year.
5. High level written responses to all major relevant government policies or initiatives submitted.
6. Up to date information on the website, 4 hard copy newsletters produced and distributed and at least 10 e-newsletters produced and distributed. 
D.
KEY SELECTION CRITERIA (not in priority order)
1. Demonstrated commitment to the philosophy of Adult Community Education (ACE).

2. Demonstrated understanding of the current policy environment for ACE.

3. Highly developed analytical, planning, negotiating and advocacy skills.

4. Experience in identifying needs and providing training to Committees of Management and their delegates
5. Experience in staff management in a not for profit environment and ability to be informed about the current HR and IR requirements of ACE providers.

6. Demonstrated capacity to exercise effective management and leadership.

7. Ability to work pro-actively both independently and as part of a team.

E.
SKILLS
. 

· Communication, networking and liaison.

· Ability to multi task and prioritise workload 
· Confidence in using information technology.

· Effective time management.

· Capacity to work within a budget and generate income.

F.
QUALIFICATIONS
An appropriate tertiary qualification in education, business or community development and/or relevant experience.
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