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Executive Assistant – Part-time, Knoxfield VIC 

 Are you a super EA and tired of the commute to the city  

 A rare opportunity to join a global leader  

 Permanent part-time EA role 

At Ecotech, we provide our customers with innovative solution to monitor the 

environment for air, water, blast and noise. We do this by designing, manufacturing, 

operating and supplying sophisticated monitoring equipment which means a cleaner, 

healthier and safer environment.  www.ecotech.com 

Due to growth, we have an outstanding opportunity for a dynamic and experienced 

executive assistant who is looking for a part-time role where no two days are the same. 

The great bits of this role 

 Exposure to many different parts of the business  

 Passionate and collaborative working environment  

 Culture where employees are encouraged to share ideas 

 Transparent business model and strategy 

 Employees shared rewards and bonus system  

To be successful in this role, it is paramount that you are able to demonstrate the 

following skills and experience: 

 5+ years’ experience in an Executive Assistant role 

 The ability to handle multiple deadlines and responsibilities  

 A proactive and intuitive work ethic and a desire to continually go above and 

beyond what may be required 

 Relevant qualification 

 Sound computer literacy and willingness to adapt to new technologies 

 Advanced proficiency in Microsoft Word, Excel, PowerPoint and Google 

mail/calendar 

 High level of emotional intelligence and the ability to conduct yourself with the 

utmost professionalism in relation to confidential matters 

 Strong interpersonal skills and the ability to communicate effectively (written and 

verbal) with all levels of the organization 

 The ability to manage external stakeholders professionally to uphold the 

company's image 

What will impress us? 

 Positive can-do attitude 

 Experience in a technical or engineering environment 

 Previous experience supporting Managing/Executive Director level  

 The confidence to work autonomously 

If you have the relevant experience and would like to join a progressive company and 

become part of a passionate and collaborative team, we welcome your application.   

Ecotech is an equal opportunity employer 

 

Applications close:  2 June 2017 

mailto:email@ecotech.com
http://www.ecotech.com/
http://www.ecotech.com/
http://www.01db.com/
http://oneprod.acoemgroup.com/
http://www.fixturlaser.com/
http://www.meax.com/en/
http://metravib.acoemgroup.com/
http://www.acoemgroup.com/
http://www.ecotech.com
http://www.ecotech.com/

