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	Position Title 
	Senior Executive Officer (Research Entities)

	Group/Portfolio 
	Griffith Sciences

	Classification 
	HEW Level 9 

	Position Number 
	00051909

	Reports To 
	00063555  Academic Group Manager

	Employment Type 
	Continuing  


 
1.0 	Position Purpose 
The Senior Executive Officer, Research Entities is the senior professional lead supporting the Group’s Research Entity (RE) Directors. The position is responsible for leading and delivering high quality, strategically aligned research support services that enable the Research Entities’ research performance, outcomes and impact; and is accountable for ensuring the efficient, compliant and effective day to day research support operations across the Group’s Research Entities. 

Acting as the primary interface between the RE, university central services, the Group and Schools, the position is responsible for the provision of high level strategic and operational advice to RE Directors and supports the implementation of the RE level research strategies, plans and priorities.  The role is accountable for the leadership and management of a team of research professional staff, and for the oversight of financial and physical resources to ensure the efficient, compliant and sustainable delivery of research activities.  In addition, it has responsibility for the development, implementation and continuous improvement of systems, processes and practices that support and strengthen research capability, performance and partnerships across the RE and align with Group systems and processes.  

 2.0 	 Eligibility Requirements 
   
· The occupant of this position will hold a postgraduate qualification in a relevant area together with significant high level administrative and project management experience, or an equivalent combination of relevant skills, knowledge and experience.

3.0 	Key Responsibilities

· Provide high level executive support and strategic advice across complex operational and strategic matters to the Sciences RE Directors, including the coordination, delivery and oversight of significant initiatives and strategic projects arising from or contributing to decisions made by the relevant Director, Heads of Element, the Pro Vice Chancellor (Sciences).  
· Provide strategic operational and finance leadership to the Sciences RE Directors, ensuring alignment with institutional priorities and relevant regulations.
· Lead high-level operational and administrative functions, including resource allocation, budget and project reporting, cross group coordination of specialist expertise and oversight of complex project timelines and deliverables, ensuring outcomes are achieved within scope, budget and timeframe
· Lead the planning and delivery of external engagement initiatives, including strategic events and forums, and provide oversight of staff induction, development and capability building programs to ensure consistent, compliant and high performing research support environment.
· Lead, mentor, and develop a high-performing research services team, fostering accountability, collaboration, and a commitment to delivering exceptional service to researchers and Schools.    
· Establish and maintain key partnerships and working relationships with key internal and external stakeholders, including central portfolios, funding bodies, both industry and government, to enhance research performance.
· Ensure compliance with relevant legislation and University policies and procedures, including equity and health & safety and exhibit good practice in relation to same.   
· 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.
· Other duties as directed commensurate with the classification level.

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 Others section of our Capability Development Framework.
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