
4/108–112 Langridge Street, Collingwood VIC 3066     P: 1300 655 887     E: info@thankyou.co

OUR VISION IS TO 
EMPOWER THE 

EVERYDAY 
AUSTRALIAN TO 

CHANGE THE 
WORLD THROUGH 
A SIMPLE CHOICE 

IN THEIR 
EVERYDAY LIFE. 

Mission Statement
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EXECUTIVE ASSISTANT

To apply for this role, please send your CV and cover letter 
to careers@thankyou.co and include the title of the 

role in the subject heading of your email.

to the General Manager

LocationDepartment Reports toEmployment type

Collingwood, VictoriaThankyou FMCG General ManagerFull Time, 38 hours per week

POSITION SUMMARY & PURPOSE

As someone that is passionate about seeing the effects of poverty end in our lifetime, you will 
use your skills and knowledge to act as the trusted “right-hand” assistant to the General Manager 
(GM) of our FMCG business. This is an extremely valuable role, as your direct support and 
assistance will enable our GM to coordinate his/her busy schedule and lead his/her team of 
managers effectively.

Your role will consist of planning, managing and coordinating the GM’s day-to-day work and 
personal schedules and activities and acting as the GM’s “proxy” by coordinating team meetings, 
facilitating workflow and communication with his/her direct reports and monitoring project and 
general work pipeline and deadlines.

You will also provide all necessary administrative assistance and support to the GM and his team 
including preparing and collating reports, meeting agendas and minutes as well as organising any 
necessary travel, meals and accommodation for external meetings and events.
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YOUR RESPONSIBILITIES

THE KEY RESPONSIBILITIES OF THIS POSITION INCLUDE:

 ›  Providing executive and administrative support to the GM. 

 ›  Monitoring key project deliverables and deadlines on behalf of the GM and facilitating 
meetings and workflow between the GM’s direct reports as instructed by the GM. 

 ›  Acting as the GM’s ‘proxy’ and the main point of contact for all team members when the 
GM is unavailable or out of office. 

 ›  Managing the calendar and schedule of the GM and coordinating bookings and invitations 
for meetings, events, engagements and other personal activities. 

 ›  Preparing agendas and attending executive or other meetings and recording minutes. 

 ›  Collating information and preparing executive reports. 

 ›  Drafting, proof reading and/or editing presentations, proposals, reports, communications 
and other correspondence on behalf of the GM. 

 ›  Coordinating all domestic and international travel, accommodation, meals, car hire, 
insurance and other arrangements as required by the GM. 

 ›  General document preparation and filing. 

 ›  Any other duties as reasonably requested by the Directors.
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THE PERSON SUITED TO THIS ROLE SHOULD:

INTERNAL EXTERNAL

 › You are highly responsible and dependable. 

 › You conduct yourself with a high level of professionalism. 

 › You possess workplace agility and are able and willing to be flexible, to adapt to changing 
work needs and to learn on-the-job. 

 › You possess exceptional organizational and time management skills and have the capacity to 
multi-task effectively and efficiently. 

 › You work with integrity and can be trusted with highly sensitive, private and confidential 
information.  

 › You possess strong interpersonal skills and are able to build relationships and collaborate 
with people with different work styles and personalities. 

 › You communicate clearly and in a timely manner. 

 › You are a highly motivated and passionate individual who is able to function extremely well 
in individual and team environments. 

 › You are a problem-solver with a ‘can-do’ attitude and you have an ability to deal with 
everyday issues, difficulties, questions, queries or complaints in your stride. 

 › You demonstrate a high level of initiative and are able to proactively anticipate issues, 
conflicts, and problems before they arise. 

 › GM
 › GM’s direct reports

 › Any external stakeholder with 
dealings in relation to the GM

YOUR SKILLS

KEY RELATIONSHIPS
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THE FOLLOWING INDICATORS WILL BE USED TO MEASURE 
YOUR SUCCESS IN THIS ROLE:

 › Ensuring that the day-to-day work and personal schedules and activities of the GM are well 
planned and run smoothly. 

 › Demonstrating a positive ‘can do’ attitude where no task is too big or too small, as well as 
displaying a willingness to adapt, learn on-the-job, and be flexible. 

 › Ensuring that all correspondence, messages, queries, meeting invitations and other general 
communications which come through to the GM are appropriately filtered and responded to in a 
timely way.  

 › Ensuring that all reports, presentations, proposals, correspondence or other documents are 
prepared and formatted professionally, accurately and free of data/grammatical errors. 

 › Ensuring that the GM is well informed of upcoming deadlines, meetings and other important 
engagements. 

 › Ensuring that communication and workflow between the GM and his/her direct reports is 
facilitated effectively and in a timely manner. 

 › Successfully drive key initiatives and follow-up tasks with GM’s direct reports in the GM’s 
absence.

YOUR SUCCESS
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QUALIFICATIONS

EXPERIENCE

A Certificate/Qualification in a Executive Assistant, Business 
or Office Administration related course.

QUALIFICATIONS & EXPERIENCE

 › At least 1year of experience as an executive assistant or 2 years as a personal assistant to senior 
management.

To apply for this role, please send your CV and cover letter to careers@thankyou.co 
and include the title of the role in the subject heading of your email.

5 of 5


