
Position Description 

College/Division: National Security College 
Position Title:  Executive Officer  

Classification: APS4-APS6 

Responsible to: 
Contact Officer: 
Applications to: 

Head, National Security College  
Renee Vercoe, Business Manager (61259479) 
EA.Head.NSC@anu.edu.au  

PURPOSE STATEMENT: 
The National Security College (‘the College’) is a joint initiative between the Australian National 
University and the Australian Government. The College conducts programs relating to national 
security policy, including post-graduate education and research, executive and professional 
development, and policy engagement and outreach.  

The Executive Officer ensures the effective operation of the Head’s office through effective 
administration management, high-level drafting and document preparation, organising meetings, 
communication with stakeholders, responding to inquiries and supporting a whole-of-college effort 
on other activities as required. 

KEY ACCOUNTABILITY AREAS: 
Position Dimension & Relationships:  
The Executive Officer is under the general direction of the Head and is the focal point for 
communication and information flow between the Head’s office, the University and national security 
stakeholders. In addition, the Executive Officer will be expected to liaise with a diverse range of 
stakeholders and clients and perform a range of high level administrative tasks, including research 
and draft speech preparation.  

Key Requirements 

1. Relevant administration experience, to include providing high level administrative and 
executive officer support to senior staff.

2. Demonstrated high standard of written communication skills including research, drafting and 
preparation of a range of documents, the use of Microsoft suite of programs including high 
level word processing skills.

3. Excellent communication skills and the ability to work collaboratively with a diverse range of 
clients and a record of establishing successful working relationships, as well as the ability to 
work either independently or as a member of a team.

4. Demonstrated ability to plan and organise workload, determine priorities and meet conflicting 
deadlines.

5. A demonstrated understanding of equal opportunity principles and policies, and a 
commitment to their application in a university context. 
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6. Relevant experience providing research capabilities and drafting high level documents, 
including speech preparation. 

Role Statement 
Under general direction of the Head: 

1. provide administrative and project support to the Head of College including:
a. Coordinate and manage the diary for the Head of College (including organising 

meetings and actioning emails), as well as travel and accommodation bookings
b. Contribute to the drafting and preparation of correspondence, presentations, board 

papers and reports
c. Ensure compliance with University policies and procedures for documentation, 

correspondence and matters processed through the Head’s office, including purchase 
card reconciliation for Head of the NSC

2. undertake research for the Head of the NSC and undertake drafting responsibilities including 
speech preparation

3. support College meetings and other relevant University meetings, including compiling 
agendas, note taking, preparing and distributing minutes and following up outcomes

4. liaise and develop networks with other administrative and executive support personnel 
within the University, and external agencies

5. liaise effectively and efficiently with staff, students and visitors and where appropriate, assist 
in the provision of information and advice on policy matters, the University and confidential 
issues

6. liaise and develop relationships with external individuals and institutions, foreign embassies, 
companies, government departments, and assist in the maintenance of external linkages and 
networks, and

7. undertake other duties as required, including assistance to senior administrative staff in peak 
periods, consistent within the classification of the position. 




