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Executive Assistant & Office Manager 
 

Wilderness Australia 

 

Job description 

 
Wilderness Australia is a non-government environmental advocacy organisation and 

Australia’s longest-serving community advocate for wilderness. Our mission is to campaign 

to defend, extend and promote the conservation of wilderness and other natural places within 

an interconnected landscape. We have had a long and successful history initiating successful 

campaigns for the protection of over a million hectares of wilderness in NSW. 

The Executive Assistant & Office Manager would be the heart of operations in our small 

organisation, providing critical support to the General Manager, staff and the Board of 

Directors. The role would involve acting as the interface between our membership and the 

broader organisation, assisting with public inquires, and facilitating communications with key 

stakeholders. 

THE ROLE AND ACCOUNTABILITIES 

The primary accountabilities of the role are as follows: 

• Providing executive support in a one-on-one working relationship with the General 

Manager 

• Assisting the General Manager is liaising with the Board of Directors, the Company 

Secretary, staff members and external parties as required 

• Oversee special projects as required by the General Manager 

• Managing the diary and correspondence of the General Manager and Chair 

• Implement operational procedures and systems to ensure the effective and efficient 

running of the organisation including records management, financial management, 

and work health and safety protocols 

• Ad hoc administrative tasks including monitoring and actioning correspondence, 

maintaining and ordering stationery, updating membership databases and answering 

the office telephone 

• Ensure all legal and regulatory documents are valid and filed under the direction of 

the General Manager 

• Maintain effective and respectful relationships with relevant external and internal 

stakeholders, including members and donors 

• Assist in the receipting and invoicing of monetary transactions in collaboration with 

the company's Finance Officer 
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• Assist in organising events for donors and key stakeholders 

DESIRED ATTRIBUTES 

You have demonstrable experience in establishing and maintaining operational systems, 

policies and processes. In particular, you have strong technology and writing skills that 

enable you to operate efficiently in a time-sensitive and politically nuanced environment, 

sometimes out of regular office hours. You understand the importance of relationships in 

running small advocacy organisations. 

At a minimum, you will have a: 

• Demonstrated commitment to the environment and advocacy for its protection 

• Demonstrated ability to effectively and efficiently use computer and phone 

technology for administrative purposes, cloud-based document management systems, 

financial management, and online communication and document creation systems 

• Demonstrated ability to maintain efficient administrative and organisational policies, 

procedures and systems 

• Sound interpersonal, oral and written communication skills including the ability to 

communicate with and build respectful relationships with a range of stakeholders 

• Demonstrated effective analytical, planning, time management and organisational 

skills 

• Proven ability to work independently and as a member of a small, high performing 

team 

• Demonstrated ability to organise events 

The role would be based out of our Sydney CBD office, with scope to work remotely one day 

per week. A four-month probationary period would apply. Graduate candidates welcome to 

apply. 

If this job opportunity interests you, please submit a cover letter and CV addressing the above 

criteria to foundation@colongwilderness.org.au by 26 April 2022. If you would like to 

discuss the role further, please call Harry Burkitt (General Manager) on 0490 010 909. 
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