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	Position Title
	Senior Executive Officer

	Group/Portfolio
	Office of the Vice Chancellor

	Classification
	HEW10

	Position Number
	00063613

	Reports To
	Director OVC and Government Relations

	Employment Type
	Full time, Continuing 



	1.0	Position Purpose

The Senior Executive Officer in the Office of the Vice Chancellor (OVC) will provide high level advice and support to the Vice Chancellor and Executive on governance and management issues. The role advises and assists the Director, OVC and Government Relations in dealing with complex issues and policy matters by anticipating needs and focusing resources in the achievement of strategic goals.  

This position will have direction and oversight of resources, budget management, general office administration and communications. The role also coordinates and prepares briefing papers and submissions on a wide range of issues and builds and maintains relationships both internally and externally. 


	2.0	Key Responsibilities
Serve as secretary to the Executive Group of the University including responsibility for the coordination and preparation of briefing papers and the monitoring and completion of actionable items arising out of decisions taken by this group.
Coordinate and manage the operationalisation of Executive Group decisions including working closely with relevant Portfolios to ensure the decisions of Executive Group are communicated, understood and actioned.
Coordinate the delivery of the range of reports and submissions provided by the Vice Chancellor to the University Council, sub-Committees of University Council and Executive Group. 
Collaborate with the relevant offices at Griffith to provide the Vice Chancellor with high quality materials for meetings and events including briefing notes and speeches. 
Collaborate with the relevant offices at Griffith to ensure effective internal and external communications and engagement for the Vice Chancellor.
Analyse and research information to assist in the preparation of briefing / position papers, correspondence and submissions on sectoral issues and matters in concert with and / or influencing the strategic priorities of the University and Vice Chancellor’s Office.
Draft and manage submissions for awards and other external recognition for the University and individuals working at the University.
Manage the University-wide assessment of change impacts and work with relevant Portfolios, the Transformation Team and Internal Communications to ensure change impacts and communications are effectively managed.
Manage the key administrative functions of the Vice Chancellor’s office such as the strategic and operational budget and resources to ensure an efficient and effective operational standard is delivered.
Lead and promote compliance with relevant legislation and University policies and procedures and ensure that Griffith meets its legislative/regulatory obligations and strategic aspirations around equity, diversity and inclusion.
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: 3.1_Criteria][bookmark: On_the_recommendation_of_the_Vice_Chance]
	3.0	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. 
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