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	Position Title
	Integrity and Complaints Officer

	Group/Portfolio
	Corporate Services/ General Counsel

	Classification
	HEW 6

	Position Number
	

	Reports To
	Team Leader, Triage and Assessment

	Employment Type
	Continuing



1.0	Position Purpose
The Integrity and Complaints Officer is responsible for providing advice and guidance to investigators and specialist teams regarding procedural integrity across all complaints and integrity related processes, supporting timely, consistent, and compliant resolution of complex matters. The position contributes to the development and implementation of strategies, solutions and business process improvement initiatives in the handling of these matters and complementary processes.
2.0	Eligibility Requirements

· Completion of a relevant tertiary qualification or an equivalent combination of relevant experience and/or education/training.
3.0	Key Responsibilities

· Provide frontline advice and case intake services for student, staff and public enquiries relating to complaints and integrity, assessing matters from routine enquiries to serious issues (including corrupt conduct, public interest disclosures, gender‑based violence and serious misconduct) and referring matters to appropriate resources.
· Receive, assess and triage complaints, academic integrity matters, reviews and appeals, undertaking initial risk assessments, collating relevant documentation and evidence, and referring matters to the appropriate decision‑maker, investigator, review body or specialist area in accordance with University policy and legislative requirements.
· Manage low‑risk and low‑complexity student matters, including providing advice and facilitating early or informal resolution where appropriate.
· Coordinate and administer activities across the complaints lifecycle, including maintaining accurate, timely and confidential records in approved systems, ensuring compliance with privacy, information management and record‑keeping obligations.
· Provide administrative and secretariat support for complaints related governance processes, including the University Appeals Committee.
· Support the delivery of the annual Declaration of Interests process, including system administration, responding to staff enquiries, and assisting with monitoring and reporting.
· Review, maintain and continuously improve complaints and integrity frameworks, documentation, tools, systems and resources to support efficient, consistent and compliant assessment, investigation, referral and reporting practices.
· Monitor and analyse trends and systemic issues and emerging risks, providing insights and recommendations to the Team Leader to inform policy refinement, risk mitigation and service improvement initiatives.
· Maintain and update complaints and integrity content and resources, including staff guidance materials and training resources across relevant platforms.
· Build and maintain strong collaborative relationships across the University to support effective case coordination, promote awareness of complaints and integrity processes, and strengthen a culture of integrity.
· 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 communicate at all times to reflect fairness, ethics and professionalism.
[bookmark: 3.1_Criteria][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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