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	Position Title
	Administration Officer

	Group/Portfolio
	Deputy Vice Chancellor (Education), Student Experience and Employability

	Classification
	HEW 5

	Position Number
	00063516

	Reports To
	Manager, Operations Student Experience 

	Employment Type
	Continuing  



1.0	Position Purpose

The Administrative Officer provides administrative and operational support to the Dean, Student Experience and Employability, and the Student Experience and Employability (SEE) Portfolio. Reporting to the Manager, Operations, the role is responsible for coordinating administrative processes, supporting portfolio operations, managing information systems, and assisting with logistical delivery of events and projects.

Working within a dynamic portfolio environment, the Administrative Officer supports the effective functioning of the SEE Portfolio and contributes to services and initiatives that engage students, academic and professional staff, and alumni. The role works collaboratively with internal and external stakeholders to ensure efficient service delivery and smooth day-to-day operations. 
2.0	Eligibility Requirements

The occupant of this position will hold a minimum of an associate diploma qualification and at least two years relevant work experience, or an equivalent combination of relevant skills, knowledge and experience.
3.0	Key Responsibilities

· Provide comprehensive administrative support to the Dean and the SEE Portfolio, including complex diary management, meeting coordination, travel arrangements, record management, managing the flow of information, and processing procurement requests and expense claims in accordance with University procedures.
· Organise and coordinate administrative and logistical support for portfolio projects, events and initiatives, including coordinating schedules, tracking actions and milestones, maintaining project documentation, organising venues and registrations, preparing materials, and providing on-the-day support as required.
· Maintain and update portfolio digital platforms and shared resources, including SharePoint sites and Microsoft Teams environments, and support the preparation and distribution of portfolio updates, newsletters and related information materials, ensuring key content is accurate, current and accessible to staff and stakeholders.
· Support the effective operation of working groups and committees by preparing agendas and documentation, recording minutes, tracking actions, and ensuring timely follow-up.
· Contribute to the continuous improvement of administrative systems and workflows and undertake other responsibilities commensurate with the expectations of a role at this level, which contribute to the overall objectives of the work unit.
· Assist with onboarding of new staff by coordinating system access, maintaining induction materials, and providing guidance on portfolio administrative processes and tools.
· Support compliance with relevant legislation and University policies and procedures, including equity and health & safety, and exhibit good practice in relation to same.
· [bookmark: 3.1_Criteria]Be a leading example of the principles and values embodied in the University’s Code of Conduct, and behave, act and communicate at all times to reflect fairness, ethics and professionalism.
[bookmark: On_the_recommendation_of_the_Vice_Chance]4.0	Key Capabilities

Griffith University identifies the attributes of resilience, flexibility, creativity, digital literacy and entrepreneurship as critical to our graduates’ success, in the rapidly changing future world of work. We have established a Griffith University Capability Development Framework to provide a common language of some of the non-technical organisation skills that will support our staff to thrive now and into the future. The Capability Development Framework will assist you to understand the current skill level of this position in the non-technical but critical skill domains that are increasingly important in a changing workplace context. 

To read about some of the non-technical organisation skills for this position, please see the Leads Self section of our Capability Development Framework.
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