
 

 

 

 
New South Wales Nurses and Midwives’ Association 

 

 
POSITION DESCRIPTION 

 
 
Position:  Personal Assistant to Manager SIBT 
Team: SIBT 
Reports to: Manager, SIBT 
Key relationships: All SIBT, in particular Campaign Leads; Executive Office and 

other team PAs/AAs; Communications, General Services and IT team members 
Positions directly reporting to this position:  NIL 
Hours of work:  Full Time in Accordance with the New South Wales Nurses and 
Midwives’ Association (NSWNMA) Employment Enterprise Agreement 
Salary range:  Senior Admin Band 2, Level 1 - 5 

 
Vision Statement 
The New South Wales Nurses and Midwives’ Association (NSWNMA) is a strong, 
influential union of members respected as a contemporary leader in society for its 
innovation and achievements. 

 
Our Values 
The NSWNMA conducts itself with integrity and courage, demonstrating creative 
and innovative approaches. The NSWNMA will be an authoritative advocate on 
behalf of the nursing and midwifery professions, as well as for the community in 
advancing a world-class, well-funded, integrated health system, based on a clear 
and considered vision for the future. 
 
The NSWNMA will demonstrate ethical and respectful behaviour in its interactions 
with other organisations and society, whilst ensuring its own workplace is cohesive, 
fair and dynamic, embracing shared union beliefs. 

 
Position Overview: 
The Personal Assistant assists the Manager SIBT by coordinating office workflow, 
arranging logistics for strategic and operational planning, and contributing to 
campaign communications and research. 

 
Key Responsibilities: 
 
Personal Assistant to team manager: 

 Manage diary, routine workflow and travel for Manager to efficiently manage 

deadlines and priorities, including office workflow progression whilst the 

Manager is away from the office on business. 



 

 

 Set and achieve timetables for SIBT contributions to regular Association 

reporting forums, delegating tasks where appropriate. 

 Anticipate, administratively prepare for and follow up action items for 

Association committees internal workgroups (such as Strategic Plan KDLTs) 

as required. 

 Provide coaching and guidance to other SIBT admin/campaign support staff, 
in a collaborative manner to achieve team responsibilities.   

 Co-ordinate complex campaign support workload where senior supervision is 
required.   

 Anticipate and advise SIBT Manager of potential resourcing needs from time 
to time. 

 Provide research and reports to Manager as required 

 Assist Manager and Campaign Leads to maintain an effective team planning 
cycle and regular team meetings 

 Maintain the EED staff appraisal schedule for all SIBT staff. 

 

Collective Bargaining and Campaign support 

 Undertake projects as required, in particular to test initiatives or review 
existing practices. 

 Contribute to continuous improvement of the team’s member 
communications.   

 Assist with campaign communications and event preparation where workload 
peaks require this. 

 

Selection Criteria: 

 Demonstrated Personal Assistant experience 

 Demonstrated advanced Microsoft Word and word processing competence, 

including high level formatting skills, large document management and some 

layout design skills 

 Intermediate to advanced skills in Microsoft Office suite, including Excel, 

PowerPoint, Outlook  

 Demonstrated organisational and administrative and communication skills 

 Be comfortable delegating work to others where necessary 

 The ability to proofread and edit documents and very good aptitude for written 

detail generally 

 High level software application skills, including the ability to troubleshoot 

problems as they arise and use help files 

 Problem-solving skills and approach 



 

 

 Be able to exercise initiative and independently manage or monitor delegated 

tasks from start to finish 

 Ability to maintain good co-worker relationships in a pressured and 

unpredictable environment, often faced with conflicting demands and priorities 

 Time management skills and ability to prioritise 

 Familiarity with social media campaigning techniques and demonstrated 

understanding of basic ‘writing for audience’ communications theory 

 Ability to make sound judgments about when guidance is required from 

manager or other team members 

 Superior ability to liaise with managers, other staff members or NSWNMA 

members to deliver administrative requirements accurately and on time  

 Highly proficient in dealing with confidential or important documents in a 
discreet and mature manner to maintain confidentiality and integrity 

 Commitment to Trade Unions 

 
 
I have read and understand the requirements of this position. I agree to undertake 
the responsibilities as set out in the position description. 
  
Employee’s signature: 
______________________________________________________ 
Date:     
______________________________________________________ 


