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Admin Assistance

Archiving

Catering Orders

Complaints

T

Accessing Help Desk support
Login

Logging off

Kitchen Roster

Library

Mail

Incoming/Internal mail from other offices

Outgoing

Meeting Rooms & Equipment

Bookings — Internal meeting rooms

Setting up meeting rooms
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Equipment bookings

Hot desk bookings

Other meeting room options

Office Access

Keys/leaving/entering building

Organisational Chart

Photocopying

Printing

Printing for special needs

Printing labels
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Toner cartridges
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Stationery

Taxi
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Extension list
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Telstra teleconferencing

Voicemail

Voicemail remote access
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Wifi
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Board & Committees

Audit & Risk Papers

Board Directors:

Board meetings

Finance Committee

Governance Committee

Portal for Board of Directors
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CEO Support

Business Cards
CEO Calendar

CEQO’s car

Car servicing
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CEO Filing

CEO Finances

CEO Parking Money
CEO Credit Card

CEO Leave
CEO Lunch

Daily catch ups with EA to CEO

Donors

Emails
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Executive Team

Executive Meeting

Direct reports to the CEO

Exec Roadshows

Management Team Meetings

Regular meetings with CEO

Travel

Airline & Hotel Bookings

Travel Allowance
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