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Job title | Executive Assistant
Job type | Full time
Remuneration package | $89,589 – $94,769 per annum

Salary | $79,040 – $83,611 per annum
Location | Palmerston
Closing | 06/03/2026
Contact officer | Michelle Parker, Executive Officer | executive.officer@ntcogso.org.au
About the organisation | https://www.ntcogso.org.au
Apply | executive.officer@ntcogso.org.au

Salary, remuneration package and financial information
· Base salary: $79,040 – $83,611 per annum
· Superannuation: 12% Superannuation Guarantee paid on ordinary time earnings
· Leave loading: 17.5% applied to annual leave
· Christmas stand-down: two-week paid closure period
· Remuneration package: $89,589 – $94,769 per annum

Working hours and flexibility
· Full time, 37.5 hours per week
· Agreed daily start and finish times
· Scheduled work from home arrangements once established, balanced with in-office requirements
· Time in lieu for approved additional hours worked
This position is funded through a fixed agreement with the Department of Education and Training. Salary is set within the approved funding.

Primary objective
The Executive Assistant provides high-quality, confidential executive support, governance administration and office coordination to the Executive Officer.
The role ensures the organisation’s day-to-day operations, governance processes and executive workflows operate efficiently, professionally and reliably in a small team environment. This is a high-trust role requiring sound judgement, discretion and strong organisational capability.



Context statement
The organisation is the peak parent body supporting public education across the Northern Territory and operates in a complex stakeholder environment, engaging with school communities, government agencies and partner organisations.
The Executive Officer is responsible for organisational leadership, delivery and stakeholder engagement. The Executive Assistant is the Executive Officer’s primary support role and is responsible for maintaining effective administrative systems, governance workflows, records, registers and office operations.
The role operates within clear systems, documented procedures and defined boundaries to support sustainable workloads and work life balance.

Key duties and responsibilities
Executive support
· Provide confidential executive support to the Executive Officer, including diary management, meeting coordination, correspondence management and workflow support.
· Prepare, format and quality-check briefs, papers, correspondence and meeting materials.
· Manage sensitive and confidential matters with discretion and professionalism.
Governance and secretariat support
· Coordinate meetings and governance processes, including agenda preparation, minute taking, distribution of papers and action tracking.
· Maintain governance records, registers and document control in accordance with organisational requirements.
· Provide secretariat and administrative support to committees, working groups and formal governance processes.
· Liaise professionally with internal and external stakeholders in relation to governance and meeting matters.
Office operations
· Maintain administrative systems, records, databases and filing to support efficient and reliable operations.
· Coordinate purchasing, travel and routine administrative finance processes.
· Manage day-to-day office operations to ensure the office functions effectively and professionally.
· Identify opportunities to improve systems and processes and implement practical improvements where appropriate.

Selection criteria
Essential
1. Demonstrated experience providing high-level executive or senior administrative support, including diary management, meeting coordination, correspondence and document preparation.
2. Strong organisational and time management skills, with the ability to manage competing priorities and work independently with minimal supervision.
3. High-level written and verbal communication skills, with the ability to engage professionally with a range of stakeholders.
4. Demonstrated ability to exercise sound judgement, maintain confidentiality and handle sensitive information appropriately.
5. Proficiency in Microsoft Office applications and confidence in using administrative systems and technology.
6. Ability to work collaboratively in a small team environment while taking responsibility for own work.

The successful applicant will be required to hold a current Working with Children Clearance notice and undergo a criminal history check. A criminal history will not exclude an applicant from this position unless it is a relevant criminal history.

How to apply
Applicants should submit the following:
1. One-page summary about you
· Your current role and work background
· Relevant experience and skills aligned to the position
· Why you are interested in this role and working with NTCOGSO
2. Detailed resume
· Employment history with key responsibilities and achievements
· Relevant skills, systems experience, and certifications
Applications should be submitted by email to executive.officer@ntcogso.org.au by6 March.
Shortlisted applicants may be required to provide additional information or participate in an interview.
[image: A blue and red sign with white text

AI-generated content may be incorrect.]
image1.png
NT 20852

THE VOICE FOR NT PUBLIC EDUCATION





image2.png
NT COUNCIL OF GOVERNMENT SCHOOL ORGANISATIONS




