
 

WE’RE LOOKING FOR A  
 

ADMIN & 
EXECUTIVE ASSISTANT 

Position Location: Sydney, Australia  Position Details: Full Time, Ongoing 

 
 
IS THIS YOU 
 

❏ You’ve been in a startup or corporate role 
for over 3 years and have design 
experience with Adobe. You pride yourself 
on your pioneering ideas. design 
techniques and knowledge. You’re known 
for thinking outside of the box and you 
never let limited resources restrict your 
ideas.  

❏ You believe great products are the secret 
to success and you’re passionate about 
working within a team to ensure the 
quality and user experience of the 
products you’re marketing are the best 
they can possibly be! 

❏ You know the music festival and events 
industry like the back of your hand. You 
value putting in the hard yards to 
understand your customers and you’re 
super passionate about engaging with 
and expanding Globelet’s community 

❏ Your goal is to grow Globelet’s presence 
by gaining a sustainable market share 
that delivers as much gross profit as 
possible. You’re driven by the impact our 
company will make to end single use 
waste– this is the key reason you want to 
be part of our team! 

❏ You have experience in strategic 
management and a proven track record of 
leading projects and delivering bottom-line 
results on time. Your diligence, reliability 
and determination to see every goal 
achieved makes you a cornerstone of any 
team. 

❏ You have outstanding self-management 
skills. You’re steadfast and you have the 
flexibility and resilience required to 
succeed in a fast-paced environment. 

❏ You’re a people person, leader and a 
team player. Your exceptional 
interpersonal skills help you to build 
genuine and meaningful relationships 
internally and externally. 

❏ You have an incredible eye for detail. You 
can spot even the tiniest element that 
needs tweaking – you’re passionate about 
getting things right.  

 

To Apply: As this is a senior role, please email your CV and cover letter to careers@globelet.com with 
“EA and Assistant” as your subject line.  
We will be in contact with you directly to provide you with next steps in the application process. 
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