
Administrative  
Assistant

Position Location: Collingwood, Melbourne Employment Details: Full Time

To Apply: Please see next page for our application process

       We’re looking for someone who meets the below:

      You are a super organised administrative gun.  
Did someone say list-making, note-taking, 
calendar juggling and document filing? 
You’re all over that gear. You’ve got at least 12 
months of experience working in a professional 
administrative role and you know you’ve found 
your niche. 

     You don’t just see what’s in front of you but you 
also anticipate what’s to come. You’re all over 
‘the flow-on effect’ of shifting calendar 
appointments and you’re confident to speak  
up to keep things flowing seamlessly.

     You notice the little things. Like when the office 
supplies are running low or an apostrophe is in the 
wrong place. You take initiative to fix these things 
up as quickly as possible and you love setting up 
systems and processes to minimise them from 
happening again in the future.

     You’re not only a doer yourself but you have the 
ability to motivate others to see the value in what 
you do and get on board with your initiatives.   
Your example of excellence and the positivity  
in everything you do is contagious and makes  
any workplace a better place to be.

     You get a thrill from working in a fast-paced 
environment and you’re always willing to jump into 
a project or help set up for a meeting, even with 
a tight deadline. You hustle to get things done, but 
in a super calm (and super organised) way.  
People instantly feel like they’re in safe hands 
when you’re on the job.

     You’re open to taking suggestions from others 
and you love refining ideas to make sure the best 
solution is implemented. But you don’t ever leave 
a project in the ‘brainstorm’ phase. You like to see 
things completed (on time too!). There’s nothing 
quite like ticking something off your list and being 
proud of the result.

     You’re creative. You see the beauty and potential, 
even in the little things.  Not only should an office 
be functional but it should be beautiful too.  
You can’t wait to adopt the Thankyou look  
and feel into everything you do.   

     You’re happy working independently and 
managing your own tasks but you also get a 
real buzz from collaborating with others and 
developing close working relationships.  
You love getting to that stage of teamwork with 
your manager and others where you know what 
needs to be done without even being asked.   

      You are an excellent communicator.  
You’re comfortable communicating with a 
wide range of people, including tradespeople, 
suppliers, senior team members and brand 
partners. You can’t wait to represent Thankyou  
in all your communication.

      You recognise the significance of being an 
administrative assistant and the value it brings, 
not just to those you’re directly assisting,  
but what it will bring to Thankyou and our purpose 
to empower humanity to choose a world  
without poverty.

W E ’ R E  L O O K I N G  F O R  A N

I S  T H I S  YO U



The Application Process
We require all future members of the Thankyou team to complete the following stages of the application process: 

W H AT ’ S  I N VO LV E D

Please submit your application to careers@thankyou.co. You will need to ensure you have a copy  
of your CV and a cover letter (in PDF format) to submit your application.  

In your cover letter (in one page) please answer the following questions:

1. Can you tell us about a time you’ve taken initiative to implement a new system or process in a workplace 
and explain how it helped the organisation to operate more efficiently?

2. What’s your favourite space in your house and why?
3. What are the first three things you’d want to find out from your manager if they asked you to help them 

prepare for a meeting? 

STAG E  2

STAG E  1

You will receive a phone call from a member of our People & Culture team who will ask you a few questions  
so we can get to know you a bit better. 

STAG E  4
We’ll ask you to complete a psychometric test which will assess your natural behaviour.  
It helps us understand you a little better, and you’ll probably learn a bit more about yourself too!

STAG E  5
We’ll send you an assessment task requesting you to complete an activity you’d perform if you’re successful in getting 
the role.  This will help you understand a little more about the role and help us to see how you’d tackle the tasks.

STAG E  6
You’ll be invited to attend a second face-to-face interview with some of our team members who  
will be talking with you a bit more about the role, your experience and what it means to be part  
of the Thankyou team.

STAG E  8
We’ll be calling your referees– what better way to get to know you than by chatting to people  
who have worked closely with you before?

STAG E  9
All candidates that make it to this stage will be reviewed by our recruitment committee,  
who are an incredible group of people with amazing insight and are across all of our roles here at Thankyou

STAG E  1 0
The best part. You will be contacted by a super excited member of our People & Culture team 
 to ask you to officially join the Thankyou family!

STAG E  7
(Yes, there are a few stages!)  
You will be invited to catch up with some different faces from the Thankyou team in an informal setting.  
This will give them the opportunity to get to know you a bit better and will allow you to meet some more  
of our team - don’t worry, it’ll be lots of fun!

 

STAG E  3
We’d love you to attend a first-round interview at our Thankyou office so that we can meet you face-to-face.


