
POSITION DESCRIPTION 
EXECUTIVE ASSISTANT (ELECTORATE OFFICER)  
FIONA PATTEN MP 
 
 
Hours: FTE.  
Band: EO2. 
Status: 12 month Fixed Term, parental leave replacement. 
Location: Electorate Office, Brunswick and Parliament House, Victoria. 
Process: Applications that do not address the key selection criteria will not be considered. 
 
About Fiona Patten MP 
Fiona Patten, Member for the Northern Metropolitan Region, is the Leader of the Reason Party and 
shares the balance of power in the Victorian Legislative Council (upper house). Fiona has utilised her 
position to progress a number of important legislative reforms in Victoria. As leader of the party, she 
has set a challenging, fast paced and successful law reform agenda in line with Reason policies.  
 
About the role 
The Executive Assistant (Electorate Officer) position coordinates the smooth running of the office, 
based in Brunswick. Attention to detail and organisational skills are essential to this role. In this role, 
you will be responsible for organising Fiona’s schedule in and out of Parliament, including out of 
hours’ commitments across the Northern Metropolitan Region. You will co-ordinate communication 
between electorate staff and parliamentary staff, key stakeholders and constituents. You will 
manage the front and back of office operations of the electorate office. Efficient and effective diary 
management is an integral part of the role.  You will coordinate a team of staff and volunteers who 
make the electoral office a dynamic and efficient machine. In this position you will work closely with 
Fiona in her Parliamentary role. This role involves use of the office accounting systems, requiring an 
understanding of parliamentary expenditure rules and a keen eye for detail.  

In the past, the electorate office has taken a leading role in a number of campaigns including the 
medically supervised injecting room in North Richmond, safe access zones around abortion clinics, 
voluntary assisted dying reform, a spent convictions scheme for Victoria and a push for expanded 
anti-vilification protections.  

Key responsibilities 

 Diary management for Fiona and staff  

 Manage all correspondence including member’s inbox and co-ordinate RSVP’s to meetings, 
events, committees and speaking engagements 

 Entry of electorate office expenditure into online accounting system in accordance with 
parliamentary rules and regulations 

 Database (CRM) management 

 Accompany Fiona on visits and event throughout the electorate  

 Liaise with parliamentary committee staff and parliament services 

 Organise events within the Northern Metropolitan electorate 

 Oversee office maintenance and stationary and equipment orders for the electorate office  

 Supervise volunteers and work placement students  

 Co-ordinate merchandise and printing in accordance with parliamentary rules and 
regulations 

 Enjoy a pub meal or two! 

 
Reporting 
This role reports directly to Fiona Patten, with oversight from Chief of Staff Andrew Shears. You will 
work in partnership with all other electorate office staff. 
 
 



 
Key Selection Criteria  

1. Demonstrated experience working in a high-level executive assistant, personal assistant or 

administrative position. 

2. An interest in, and understanding of, Fiona’s role in the Victorian Parliament and her 

legislative agenda. 

3. Exceptional written and verbal communication skills and a readiness to positively engage 

with constituents and stakeholders.   

4. Proven ability to schedule and maintain a busy diary. 

5. Attention to detail in your work, including spelling and grammar. 

6. Strong skills in prioritisation, task management and time management. 

7. Proficiency in a range of online platforms, digital communication and a high level of 

computer skills including use of Microsoft Word, Excel, Outlook.  

8. Ability to demonstrate initiative and work independently, without supervision. 

9. An understanding of office accounting systems and ability to manage account entry in 

accordance with set rules and regulations. 

10. A willingness to attend out-of-hours functions and events with Fiona.  

Desirable  

 A sense of humor.  

 Emotional intelligence. 

 Ability to work under pressure and deliver outcomes with unreasonable deadlines. 

 Experience with Customer Relationship Management software.  
 
Benefits of working with Fiona and the team  

 Flexible and fun work culture with a clear purpose. 

 High degree of autonomy.  

 Leading positive law reform and legislative development. 
 
Application Process 
Applications that do not address the key selection criteria will not be considered.  
 
Complete applications should be emailed to fiona.patten@parliament.vic.gov.au with subject line:  
Job Application: [Your Name].  
 
Applications must include: 

 A brief cover letter.  
 Your answers to the Key Selection Criteria (above). 
 Your resume. 
 Contact details for a minimum of two referees (we will not contact referees without your 

permission). 
 
Applications close at 4.00pm, Friday 7 February 2019. 
 
If you have any questions about the role, please contact Andrew Shears via email on 
andrew.shears@parliament.vic.gov.au  
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