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Position
Description


	Position Title
	Executive Officer - Government Relations

	Group/Portfolio
	Office of the Vice Chancellor

	Classification
	HEW 8 

	Position Number
	000

	Reports To
	Director Office of the Vice Chancellor and Government Relations

	Employment Type
	Fixed Term (2 Days per week)



1.0	Position Purpose
Under broad direction, the Executive Officer provides high level operational and executive support to the Director of Office of the Vice Chancellor and Government Relations and coordinates all activities associated with the government relations portfolio. The Executive Officer undertakes high level project work, developing strategy, briefing and position papers with respect to issues associated with government relations. This position provides first line advisory services to internal departments or external agencies seeking information from the Office.  This position is also required to provide support in policy drafting, revision and evaluation.
2.0	Eligibility Requirements

· The occupant of the position will hold postgraduate qualification or progress towards postgraduate qualifications and extensive relevant experience; or an equivalent combination of relevant experience and/or education/training. 
3.0	Key Responsibilities

· Provide executive support to the Director of Office of the Vice Chancellor and Government Relations including the undertaking and/or coordination of administrative actions leading to or arising out of decisions made by the Director of Office of the Vice Chancellor and Government Relations or delegated to the Director of Office of the Vice Chancellor and Government Relations.
· Research and analyse data, draft correspondence, briefing/discussion papers, strategy, policy and position papers, presentations and reports for the Director of Office of the Vice Chancellor and Government Relations. These papers and presentations will address a range of audiences including the University Executive, Group, Government and Industry partners.

· Undertake delegated complex or sensitive department issues and processes as delegated from the Director of Office of the Vice Chancellor and Government Relations. 

· Provide high level coordination and project management for special projects and events.

· Initiate and foster professional relationships and networks within the University community and with external stakeholders, professional and community organisations and clients.
· Provide subject matter expertise or policy advice across a range of programs or activities undertaken by the Director of Office of the Vice Chancellor and Government Relations.

· 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. 
· Lead and promote 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 Others section of our Capability Development Framework.
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