


Role Description– Executive Assistant HITH Society Australasia Ltd.
Who we are:
The Hospital in the Home (HITH) Society of Australasia is the peak independent industry organisation developed by leaders in their field. It is an independent member driven organisation not bound by Australian governments and private industry. The HITH Society Executive is a volunteer not for profit organisation committed to supporting the intention and promotion of members providing acute care in the home environment. The HITH Society by producing and publishing high quality health care information also aims to ensure this information is stable, accurate and sustainable. The independent and transparent advice it provides will be used to determine and assist members with educational, clinical, research and quality and funding information where possible to support them in their discussions with Local Health Networks (LHNs), Primary Care Organisations, Government and NGO/private organisations for the provision of HITH services.
What we do:
The HITH Society is the peak body representing doctors, nurses, allied health, and other health care workers in Australia, Asia & the Pacific who provide Hospital in the Home (HITH) care. The HITH Society provides education, promotes networking and through its Executive Council, represents its members by providing expert commentary and lobbying Governments at a local and Federal level on HITH issues.
You can read more about our work at http://www.hithsociety.org.au/
Remuneration:
Salary is commensurate with qualifications and experience and hours worked. Expenses for travel related to performing duties may also be claimed.
Direct Reports:
N/A
Time commitment:

6 Board meetings per calendar year:

· 2 X Face to Face Board meetings; 1 associated with annual scientific conference
· 4 X via Teleconference Board meetings
· AGM (held in November )
· Extraordinary meetings as required
· Monthly meetings for 2 Executive Portfolio meetings (minute taker)

Reporting to:
HITH Society Australasia Board Chair 
Contact for enquiries: 

HITH Society Australasia Ltd
For all enquiries, please
Email: lisa.bartholomaeus@sa.gov.au 
Role Description – Executive Support Officer HITH Society Australasia Ltd.
Position Summary
The Executive Assistant reports to the Board Chair and works directly with the Board of Directors. Provides executive, administrative, and development support to the Board Chair and Board of Directors, as well as Executive Portfolio Committees. The Executive Assistant coordinates executive outreach and external relations efforts; and oversees special projects. The Executive Assistant must be creative and enjoy working within a small, entrepreneurial environment that is mission-driven, results-driven and community oriented. The ideal individual will have the ability to exercise good judgment in a variety of situations, with strong written and verbal communication, administrative, and organizational skills, have sound experience with Social Media web platforms and the ability to maintain a realistic balance among multiple priorities. The Executive Assistant will have the ability to work independently on projects, from conception to completion, and must be able to work under pressure at times to handle a wide variety of activities and confidential matters with discretion.
Executive Support
· Acting as the point of contact among HITH Society executives, clients and other external partners;
· Managing information flow in a timely and accurate manner;
· Responsible for assembling and distributing agenda materials. These can include reports prepared by Board members, correspondence and recommendations for the Board to act upon;
· Coordinates Board meetings, maintains confidential files and contact information; coordinates meetings (both face to face and teleconference), , and committees to support the HITH Society Board Chair agenda;
· During Board meetings, serve as the recording secretary, taking minutes of the meeting that accurately reflect any actions the Board takes;
· Ensures that the Board member bios are kept updated and responds to requests for materials regarding the Board Chair and the organisation in general;
· Assisting in the provision of planning initiatives, service design and development ;
· Make travel and accommodation arrangements.
Records Management
· Duties include establishing a retention schedule that determines how long records must be maintained, understanding legal requirements as it pertains to the corporate records and knowledge of electronic document management systems and other technologies.
IT Strategy & Digital Development
· Develops and maintains the HITH Society corporate digital brand by leading, maintaining its presence in the digital world;
· Assist in the development of a blended digital strategy that works towards delivering against a set of predefined objectives;
· Provide innovative digital approaches and solutions for the HITH website and digital campaigns. This can cover anything from email marketing, website/microsite execution, social media, search, video or user experience;
· Consults with Board and Portfolio Executives in strategising their specific marketing needs incorporating the digital technology structure.

Person Specification

Personal Qualities
· Ability to work with the Board to grow the HITH Society status and to continue to grow its diverse membership base;
· High standard of interpersonal and communication skills (written and verbal) including the ability to foster professional working relationships with a diverse range of health professionals, and visitors;
· Ability to commit time to the role, including travel and attending events out of office hours;
· Effective communicator with the ability to engage and effectively communicate with all stakeholders;
· Proven ability to work with limited supervision, tight deadlines and prioritise own workload;
· Ability to deal with high-energy multifaceted Board members;
· Managing schedules and people with tact and diplomacy;
· Collaborates with marketing, business development and uses leadership skills to build strategic partnerships.
Experience and Education
· Experience working with a Board; understanding the legal responsibilities of a Board, role responsibilities;
· Strong organisational skills that reflect ability to perform and prioritise multiple tasks seamlessly with excellent attention to detail;
· Strong work tenure: five to ten years of experience supporting Senior Executives, preferably in a non-profit organisation;
· Proficient in Microsoft Office (Outlook, Word, Excel, and Power Point), Adobe Acrobat, and Social Media web platforms;
· Experience in a range of planning and project work involving both team work and individual effort and creative and innovative approaches in a not for profit related area;
· Experience working in areas where confidentiality must be applied and maintained;
· An appreciation for all digital channels and how they can work together. 
Knowledge and skills

· Strong interpersonal skills and the ability to build relationships with stakeholders, including  Board members, external partners;

· Previous experience working with development and fundraising programs to increase donor contributions and funding sources;

· Ability to conduct research??? and present data in a succinct and well-written manner;

· Ability to work independently and with professional discretion;

· Excellent writing, editing, grammatical, organisational, and research?? skills;

· Ability to work with a broad range of people including donors, Board members, colleagues of the Board Chair, and others;

· Excellent management, time-management, and problem-solving skills.

Terms
Contract position 12 months with a review at 3 months.
How to apply

Please send a CV including 2 professional reference contacts and a covering letter outlining your suitability and why you would like to take on this role to:

HITH Society Australasia Ltd
Email: administrator@hithsociety.org.au
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