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	Position Title
	Node Administrator

	Group/Portfolio
	

	Classification
	HEW level 6

	Position Number
	000

	Reports To
	QPI Griffith Node Lead

	Employment Type
	Fixed Term



1.0	Position Purpose
The Griffith University Node Administrator supports the effective operation of the ARC Centre of Excellence for Quantum Computer Performance and Integration (the Centre), with a primary focus on the Griffith University Node. The position provides high-level administrative and operational support for Griffith-based investigators, researchers and students, while contributing to coordinating Centre-wide administrative, reporting, and professional-service activities. 
As a member of the QPI Operations Team and is line managed at Griffith University by the Node Lead and reports functionally to the QPI Chief Operations Officer, based at UNSW, on Centre-wide operational matters, including Centre reporting, governance processes, administrative standards and Centre events.

2.0	Eligibility Requirements
· The occupant of this position will hold relevant tertiary qualifications and subsequent relevant experience, or an equivalent combination of relevant skills, knowledge and experience.
3.0	Key Responsibilities

· Provide administrative liaison and support for the Griffith University Node, developing and maintaining effective relationships with internal and external stakeholders. 
· Coordinate and undertake the day-to-day administrative activities of the Node, including purchasing and procurement, raising purchase requisitions, processing and receipting invoices, credit card reconciliations, travel bookings and reimbursements, and liaison with relevant University service areas., 
· Work collaboratively as part of the QPI Operations Team under the functional direction of the Chief Operations Officer, applying and adapting established Centre-wide administrative processes, standards and reporting timelines, and participating in Operations Team meetings and planning.
· Support the practical and operational requirements of the Node’s research activities, including liaison with researchers and relevant internal and external service providers, coordination of associated activities, and assistance with relevant safety, compliance and other documentation.
· Coordinate administrative arrangements associated with the appointment, commencement and onboarding of Centre staff and higher degree research students, including prospective student enquiries and liaison with relevant University areas regarding appointments, scholarship top-up payments, building and laboratory access, temporary accommodation arrangements where required, and other commencement processes.
· Coordinate the collection, collation, and submission of KPI and performance data required for the Centres’ quarterly, annual, and review reporting requirements. 
· Provide high-level secretariat support to Node and Centre-wide committees, including meeting coordination, agenda preparation, minutes, action tracking, and governance record management. 
· Coordinate administrative and logistical arrangements for seminars, workshops, meetings and other Centre-related engagement activities hosted by the Node, and support initiatives that enhance the visibility and engagement of the Node and its research activities, including maintaining website content and assisting with communications, research highlights and outreach activities.
· Assist with the coordination and delivery of the QPI Annual Workshop, including coordinating travel for Griffith-based attendees and providing on-site support during the event.
· Support the preparation of annual reports, mid-term reviews, and other strategic reporting documents in collaboration with Centre leadership. 
· Support financial administration for the Node and its Centre-related projects, including purchasing, tracking income and expenditure, assisting with budgets and forecasts, raising purchase requisitions, processing and receipting invoices, monitoring expected income and payments, reconciliations, preparation of financial information and reports, and monitoring expenditure against relevant funding conditions and University and ARC requirements. Support Centre-wide financial monitoring and reporting.
· Maintain and support continuous improvement of administrative, governance and compliance systems to support the achievement of Centre objectives.
· This position may be required to take on other responsibilities, commensurate with the expectations of a role at this level, which contribute to the overall objectives of the work unit.
· 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.

