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	Position Title
	Program Delivery Officer

	Group/Portfolio
	Provost | Online Strategy 

	Classification
	HEW 6

	Position Number
	00063810

	Reports To
	Project Manager

	Employment Type
	Continuing 



1.0	Position Purpose

[bookmark: _Hlk199261528]The Program Delivery Officer plays a key role in the delivery of a high quality and well supported experience for students studying asynchronously, supporting the effective coordination and delivery for asynchronous programs with a focus on: 
1. Student learning administrative processes
2. Student engagement strategies
3. Student outcomes and success
4. Student learning enquiry management and response 
The role is responsible for providing expert responses to student enquiries and contributes to student engagement, retention and success through the use of learning analytics and data informed processes to monitor and report student progress to relevant stakeholders providing the necessary support and encouragement for academic success. 
 
The PDO also contributes to continuous improvement initiatives and work practice changes in support of innovative and responsive academic administration.

2.0	Eligibility Requirements
Hold a degree with subsequent relevant experience in student program support/engagement/success (preferably for online students), or an equivalent combination of relevant experience and/or education/training.
3.0	Key Responsibilities
· Support the development of activities which focus on student engagement and support that span the transition in - transition through - transition out phases of the student lifecycle.
· Undertake administrative tasks in support of student learning to provide excellent student success, progression and outcomes across the student lifecycle. 
· Coordinate and support program-based assessment processes, where this activity is not undertaken centrally.
· Establish and maintain collaborative working relationships with key internal and external stakeholders.  
· In collaboration with the stakeholders, develop and implement service innovations that arise from policy changes, technology enhancements and/or other catalysts for change.
· Engage in best practice, proactive, strengths-based outreach, engagement and support to empower students for academic success.
· Ensure high-quality service delivery through various communication channels, including face-to-face, email, phone, text, digital campus platforms and learning management systems.
· In collaboration with key stakeholders across the University, monitor asynchronous student retention and progression using learning and course/program analytics and other risk monitoring tools.
· Collaborate with academic and professional staff to address and resolve complex student issues, providing early intervention strategies where necessary.
· Access and maintain program and course data, ensuring accuracy and confidentiality and utilisation. 
· [bookmark: _Hlk199263207]Prepare reports and presentations on student outcomes and administrative activities to inform decision-making and continuous improvement. 
· Maybe 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.
· Be a leading example of the principles and values embodied in the University’s Code of Conduct, and behave, act and always communicate 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.
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