
 

 

 

Are you enthusiastic about your work? Do you enjoy communicating and 
getting to know people? Are you creative and open to embracing new ideas?   
If so, Inala looks forward to meeting you.  
 

Inala was established in Cherrybrook NSW in 1958 and has a proud history of supporting individuals 
living with disability. Our vision is for a community which is conscious of its members and where 
every individual makes their unique contribution.  

We have a commitment to personal and know relationships, providing excellence in individualised 
support and creating a sense of community. We look for people who share these ambitions and our 
approach by showing respect for every individual, being empathetic and creative, and 
demonstrating integrity in all aspects of their work.  

Executive Assistant - About the Opportunity 

An exciting opportunity exists for an energetic and experienced person to be part of the team at 
Inala.  

The primary purpose of the role is to provide high quality secretarial, executive and administrative 
services to support the Chief Executive Officer and Executive Team (collectively the Executive) in 
managing Inala. 

The Executive Assistant will need to show initiative, proactively tracking, coordinating and ensuring 
resolution of tasks and issues to enable the best allocation of the executive’s time and resources. 

Key Accountabilities 

• Provide high quality and efficient executive support and administrative services. Exercise 
discretion, initiative and confidentiality to support the executive's achievement of 
organisational objectives. 

• Coordinate a range of correspondence to ensure that all business information is accurate and 
confidential. 

• Use relevant technology to prepare documentation and presentation material to support the 
executive. 

• Screen, review and prioritise incoming telephone calls, emails, reports and files to ensure the 
management of correspondence reflects the executive's priorities. 

• Maintain solid working relationships with key internal and external stakeholders to facilitate 
coordination of appointments, meetings and travel arrangements. This contributes to the 
effective management of the executive's diaries. 

• Research, collate and summarise information and prepare a range of documentations as 
required to ensure the executive(s) and broader team are well prepared to make informed 
decisions. 

• Maintain a system to track, identify and follow up on outstanding actions, issues and 
correspondence to determine appropriate actions and ensure all deadlines are met.  



 

 

• Contribute to the design, implementation and coordination of administrative practices, 
business systems and procedures to deliver the required outcomes of the executive(s), 
including where required finance and human resources. 

Essential criteria  

 Experience in a similar role  

 Engaging interpersonal and communication skills  

 Refined writing skills with experience producing different written communication for different 
audiences  

 Ability to keep a number on activities on track concurrently  

 Excellent personal time management, planning and control skills  

 Maturity to work as an effective team member and develop constructive relationships with 
colleagues  

 High level computer skills including Outlook, Excel, Word, Powerpoint.  

 Willingness to work flexible hours and undertake extra tasks when needed 

 Read and understand the Inala Vision, Core Values and Principles of the Inala Ethos and have a 
preparedness to work within the Ethos of Inala  

 Hold and continue to hold an NDIS Worker Clearance and an entitlement to work in Australia 

 In accordance with prevailing Public Health Orders pertaining to the Disability Sector, provide 
certification of having received 3 doses of COVID-19 vaccination. 

Reporting to the CEO, this is a full time role based at Cherrybrook in Sydney’s north west.   
 
An attractive remuneration package including the ability to salary package will be available to the 
right candidate.  
 
Please contact Vicki Roper, Workplace Relations and Culture Manager on vroper@inala.org.au for 
more information  

mailto:vroper@inala.org.au

