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Description






	Position Title
	Contracts Support Officer

	Group/Portfolio
	Campus Life

	Classification
	HEW 5

	Position Number
	00062066

	Reports To
	Contracts Manager

	Employment Type
	Continuing



1.0	Position Purpose
The Office of Campus Life is responsible for Engineering, Facilities Management, Planning Design & Construction, Campus Services, and Administration, of the University’s five physical campuses – South Bank, My Gravatt, Nathan, Logan, and Gold Coast. 
Within Facilities Management there are a range of ancillary services which include Contracts Management, Asset Management, Parking Traffic & Logistics, and Security & Control Systems.
This position provides administration and quality assurance support to the Contracts Manager, Facilities Management. 
2.0	Eligibility Requirements
An Associate Diploma level qualification with relevant work experience or an equivalent combination of relevant experience and/or education/training in Finance and/or Contract Administration duties. 
3.0	Key Responsibilities

· Assist the Contracts Manager through administrative support including, but not limited to, organising meetings, correspondence, minute taking, and drafting contract related documentation.
· Follow Griffith University Procurement Policy and Queensland Procurement Policy Framework.
· Provide administrative and quality assurance support for the completion of contract related activities within the required timeline associated with those activities.
· Using SharePoint and ConvergePoint, maintain the current list of contracts and ensure that any related contractor insurance certificates and licences are up to date.
· Compile monthly Abatement information from Contractor Reporting.
· Drafting and finalising of Contract Variations.
· Using MS Project (or other), maintain a list of future (pipeline) contracts and implementation timelines.
· Assist in monitoring budget expenditure and checking contractor invoices using the University’s finance and asset management systems (PeopleSoft and Archibus).
· Ensure that confidentiality and conflicts of interest are managed as per the University’s Conflict of Interest Policy.
· This position may be required to undertake other responsibilities, commensurate with the expectations of a role at this level, which contribute to the overall objectives of Campus Life.
· 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, 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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