
 

 
 
 
 

 

 
 

 
 

 
 
 

 

 
 

 
 

 
 

 

 
 
 

 
 

 
  

 
 
 

 
 

  
 

  
  

  
 

  
 
 

 

Job share model: 
Classic ‘twin’ 

Case Study 

“You can’t leave in the middle 
of something. You have to be 
fexible in your own approach. 
Personally, it’s really enjoyable. 
We support each other and build 
each other’s confdence.” 

Millia Mellick and Trina Palazzolo: surprising 
people with how well fexibility can work 

Executive Assistant to the Executive 
Director, People, Family and 
Community Services 

How we got started 

Millia and Trina have been friends for many 
years, having kept in touch from working 
together previously. Millia received a call 
last year in October from Brigitte Fairbank, 
the Executive Director of People and 
Culture at Family and Community 
Services, with whom she had also 
previously worked. Brigitte required 
a full time Executive Assistant (EA), 
but due to pre-existing commitments 
Millia could not commit to full time and 
asked if a job share arrangement was 
an option. Trina was looking for part time 
as well, and brought extensive experience 
in HR as a business partner. 

Brigitte met with both Millia and Trina, 
and they agreed to commence a trial in 
November 2018. 

Millia: We didn’t have to sell job-share to 
Brigitte – the idea of having full coverage 
in the role, even for holidays was 
attractive. So was the fact that Trina and I 
knew each other well and understood the 
way we each work. 

Trina: We both make sure we’re across 
everything going on, and I do an extra 
half-day for handover. Right now, that 
means we speak to each other every day; 
not just to ensure we’re staying in the 
loop, but also because we’re in a new role 
and we’re helping each other to learn it. 
We leave each other lots of notes. 

Millia: I’ve noticed recently we’re leaving 
less notes for each other, because we’re 
getting into the groove of the job, and it 
is getting easier to stay in loop. 



 
 
 

 
 

  
  
  

 

  
  

  

  

 

 
 

 
 

 

Case Study 
Millia Mellick and Trina Palazzolo 
Job share model: Classic ‘twin’ model 

“I’ve noticed recently we’re 
leaving less notes for each 
other, because we’re getting 
into the groove of the job, 
and it is getting easier to 
stay in loop.” 

Mon Tue Wed Thur Fri 

Trina Trina 

Trina 
half-day 

Millia 
all day 

Millia Trina 

How we make it work: 

Millia: Our boss needs to fnd this seamless – she doesn’t 
want or have time to stop and think who was in the chair 
yesterday when she talks to us. This made it initially a bit 
harder, because an EA job is not predictable; it is not a 
process you put down and pick up. 

Trina: So we make sure we pass on lots of ‘FYI’ things to 
each other, because we fnd that things often come back 
up unexpectedly. This means that we need to make sure 
we know what each other are doing. We also play to each 
other’s strengths … 

Millia: … whether that’s birthday cards, fnally 
mastering the petty cash processes, p-cards. 
Trina has a background in training, so she’s mastered 
the more complex allocations process. 

Trina: ... yes, it’s good to divide and conquer some tasks too. 



 
 

 
 

 
 

 
 
 

 
 

 
 

 
 

 
 
 
 

 
 

 
 

 

 
 
 
 

 
 

 

 
 

 
 

 
 

 
 
 

 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

Case Study 
Millia Mellick and Trina Palazzolo 
Job share model: Classic ‘twin’ model 

Our advice for other job sharers 

Millia: Looking back, we can see how 
some planning and improvements in our 
onboarding could make it easier for future 
job sharers. For instance, we now have 
a joint email of ‘EA to ED’, so people do 
not have to stop and think who is in each 
day, and we both make sure we read it. 
Plus all the passwords for various systems 
have to be considered, as they often only 
allow logins based on the person, not 
the role. It means two logins for ordering 
stationery or booking travel. We spent 
some time explaining job share internally, 
so if other support functions were more 
familiar with it, it would make it much 
easier. Right now, we can still only have 
one name on our phone, which we’ve 
yet to solve. It’s these little things that 
if you think them through up front, you 
can just focus on learning the job instead. 
Planning to introduce ourselves to each 
department would have been useful too, 
so people understood who we are and 
how this works. 

Trina: That’s true, as an organisational 
chart will only take you so far. It is useful 
to meet key stakeholders and especially 
the other EAs as part of your induction. 

Millia: Have a buddy who has been in the 
organisation a while to ask questions on 
day-to-day things. 

Trina: List your working days in your 
emails, to make it easier for people to 
know when you’re available. We now 
plan to use more of Google docs, One 
Note and Smartsheet. We’re learning 
new things all the time, and I’m looking 
forward to less ‘new job’ learning and 
more improving how we do things. We try 
different things every week, and both feel 
it’s getting easier and better. 

Millia: We share the same performance 
plan and objectives, but we have different 
development plans, tailored to our goals. 
It took some thinking through at frst, but 
it’s much easier now. It’s a great solution 
for working parents, as you can job share 
and there’s also fex-time, so you can 
make it work. Overall, people here at 
FACS have been so supportive of it. 

Trina: We make sure that we’re a united 
front with Brigitte. Before we meet with 
her for our catch-up, we plan together 
what we want to know. 

Millia: We’re one voice, not ‘let me check 
with Trina’. We trust each other, and go 
with each other’s decisions. 



 

 
 

 
 
 

 
 

 
 

 

 
 

 

 
 

 
 

Case Study 
Millia Mellick and Trina Palazzolo 
Job share model: Classic ‘twin’ model 

What we think are the benefts 
of job share 

Millia: The beneft for our boss is 52 weeks of support 
per year because we have sorted out holidays between 
us. The beneft for us is the fexibility we have; we can 
swap days around when we need to and cover each 
other. For the organisation, the beneft is that we’re 
more productive than just one person because of our 
respective skill sets and experience. 

Trina: Plus we’re productive because of our need to 
hand over things to each other – we don’t want to give 
each other unfnished things. 

Millia: You never walk away thinking “I’ll do this 
tomorrow”. Our job share makes us accountable to 
each other. 

Trina: Yes, you can’t leave in the middle of something. 
You have to be fexible in your own approach. 
Personally, it’s really enjoyable. We support each other 
and build each other’s confdence. 

Our top tips 

Communicate with each other 

Millia: It’s so important! 

Handover 

Trina: Know your processes between you  
for handover, and how you do things. 

Cross-over time is vital 

Millia: Having a half-day is working as  
a handover, although a full day, if the  
budget is there, is great.  

Get there together 

Trina: You cannot ever think ‘that’s   
my work, that’s her work’. You need   
to be happy to share the load, and   
share the successes. You have to get  
there together.  

A supportive manager matters 

Millia: Your manager has to truly  
embrace it, and you build that confdence  
by their being able to treat you as one. 

Trina: Which is why handover matters   
so much! 



 
 

 
 

 
 

 
 

 
 

 
 

  

 
 

 
  

 
 

 

 
 

 
   

 
 
 

 
  

 
 

 

 

 
 

 

Case Study 
Millia Mellick and Trina Palazzolo 
Job share model: Classic ‘twin’ model 

Brigitte Fairbank’s perspective 

Brigitte Fairbank is the Executive Director, People at Family 
and Community Services, and Trina and Millia’s boss. 

“I am the ED People for FACS and have had a job share arrangement 
in place for my Executive Assistant, a key support role for myself and 
the People Directorate. The arrangement is incredibly effective for 
both me and the broader team for these reasons” 

The chemistry between both job 
shareholders in key to success of the 
arrangement. Trina and Millia applied for 
the role as a partnership and, on meeting 
and review, this was the frst indication 
that this arrangement was possible and 
could work. 

The diverse skill sets that both Trina and 
Millia bring the role have broadened what 
the role can do and support.  Their skill 
sets and knowledge complement each 
other and offer an effective combination 
of expertise.  I am lucky to have double 
the talent. 

The work is clearly assigned and 
divided between Trina and Millia, noting 
accountabilities have been matched to the 
capabilities and strengths each brings. 

Clear lines of responsibility and decision 
making have been defned by both to 
avoid any confusion around who takes the 
lead on specifc tasks. 

Trina and Millia regularly monitor the 
workload and outcome. I believe the role 
now gets through more than what it did 
when we had one person in the role. 

Excellent channels of communication 
have been established between the Trina 
and Millia, including a proactive handover 
process and weekly meeting with me 
when they are in both in the offce on 
a Wednesday. 

I have continuous coverage for the role 
and Trina and Millia work together on 
coverage around leave, etc. 


