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	Position Title
	Logistics Officer

	Group/Portfolio
	Griffith Sciences

	Classification
	HEW 3

	Position Number
	00040275

	Reports To
	Manager, Science Stores

	Employment Type
	Full time



1.0	Position Purpose
To provide logistics support in the day-to-day operations of the Technical Coordination and Logistics (TCL) Stores, including inventory management. 
Under the direction of the Manager, Science Stores, the Logistics Officer will work closely with team members in the coordination and provision of all TCL Stores operational services. This includes delivery point services such as receival and distribution of goods, which includes hazardous material, biosecurity and controlled substances. The position holder will provide logistics services, and supply of scientific and technical goods to clients. The Logistics Officer also assists with the maintenance of appropriate in-store stock. This position will process gas cylinder, liquid nitrogen and dry ice requests on behalf of clients. The Logistics Officer will be trained in relevant tasks and processes, enabling skills development for contribution across the entire department. This position, once trained, will perform duties in a semi-autonomous manner, requiring general supervision from the Supervisor.

2.0	Eligibility Requirements
· The occupant of this position will have relevant tertiary qualifications up to Certificate level with subsequent relevant practical experience, or a combination of equivalent qualifications and relevant training.
· A forklift licence will be required as part of this role. If you do not hold a current forklift license, the University will assist you in gaining this.

3.0	Key Responsibilities
· Provide logistics and operational support for the department.
· Support best practice regarding operations, including handling and storage of hazardous chemicals.
· Ensure industry-standard equipment suite is utilised in a safe manner.
· Assist in the review of documentation related to the efficient operation of equipment and processes.
· Assist in performing inventory stocktakes and update information as required.
· Under guidance, prepare and maintain risk assessments and standard operating protocols relating to all equipment and operational processes.
· Under the direction of the Supervisor perform updates within the department’s database systems.
· Under general guidance, interpret and apply relevant policy and legislation pertaining to facility activities.
· Other duties as directed by senior staff.
· Support compliance with relevant legislation and University policies and procedures, including research ethics, equity and health & safety, laboratory standards 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/Others section of our Capability Development Framework.
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