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Description






	Position Title
	Administrative Support Officer

	Group/Portfolio
	Office of the Vice Chancellor

	Classification
	HEW Level 4

	Position Number
	

	Reports To
	Senior Executive Assistant

	Employment Type
	Continuing



1.0	Position Purpose
Under general direction, this position is required to provide general administrative support to the day-to-day operations of the Office of the Vice Chancellor and Chancellery Office at the Brisbane South Campus.
2.0 Eligibility Requirements

The occupant of this position will hold an associate diploma level qualification with relevant work experience, or an equivalent combination of relevant skills, knowledge and experience.
3.0	Key Responsibilities

· Provide professional reception and facilities support for the Gold Coast Chancellery Office, welcoming and directing visitors, responding to routine enquiries with sound judgement, supporting visiting University Executive members, and ensuring meeting rooms and office facilities are presentable and operational.
· Manage diaries and meeting logistics by scheduling appointments, responding to invitations, organising venues, catering and audio‑visual set‑ups, and preparing supporting documentation. 
· Provide general administrative support, including mail processing, ordering supplies, managing room bookings, coordinating building access and visitor parking, and preparing routine and ad hoc correspondence by coordinating Vice Chancellor approvals and managing associated documentation in a timely manner.
· Manage the Vice Chancellor’s Office generic email account by monitoring incoming correspondence, reviewing and allocating emails to appropriate staff, and escalating urgent matters to ensure timely responses.
· Coordinate routine corporate travel and accommodation arrangements in accordance with University policies, including bookings for accommodation, transfers, car hire and conferences.
· Process financial transactions using University‑endorsed systems, including routine procurement, payment and invoice requests and credit card reconciliations.
· Maintain administrative systems, registers, databases and records management practices in accordance with established procedures.
· Support events, workshops and meetings by assisting with logistics, materials and coordination.
· Ensure compliance with relevant legislation and University policies and procedures, including equity and health and safety, and act in accordance with the University’s Code of Conduct.
· Undertake other responsibilities commensurate with the expectations of the role that contribute to the objectives of the work unit.

[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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