


The purpose of the business unit and the role
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10. Other duties as directed.

Supports effective engagement with key stakeholders by monitoring activities across teams,
maintaining stakeholder lists and contacts.

Maintains and improves administrative records and information systems, including online
document management systems for committees, accreditation stakeholders and expert groups.

Supports corporate reporting processes and deadlines, for internal governance groups and external
stakeholders such as AMC Directors, Council and other AMC governance Committees as needed.

Actively manage committee meetings to ensure that decisions are recorded accurately and conform
with AMC policy and procedures.

May be required to undertake travel.

Key selection criteria

Professional qualities and behaviors

l
l

Demonstrates alignment to AMC values.

Demonstrates respect and support of AMC colleagues and stakeholders while ensuring AMC processes are
followed.
Demonstrates culturally safe practices and understanding of cultural safety in a workplace context.

Committed to improving the lives of Aboriginal and/or Torres Strait Islander and Maori people and
communities.

Has sound understanding of Cultural Safety and promotes Cultural Safe practice in their work and
workplace.

Is a self-starter, resourceful and accountable for own scope of work.
Has good judgement and common sense with the ability to manage sensitive issues in an impartial (spii{es):
Demonstrates commitment to review and improvement of work practices and sharing good work
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