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	Position Title
	Graduations Officer 

	Group/Portfolio
	Student Life

	Classification
	HEW 5

	Position Number
	00062297

	Reports To
	Graduations Coordinator

	Employment Type
	Fixed Term 



1.0 Position Purpose
The Graduations Officer will be responsible for performing key tasks related to the conferral of awards and production of graduation documentation.  

The Graduations Officer will also play a key role in the planning and coordination of graduation ceremonies at the University.  With a strong focus on student experience, the Graduations Officer will provide effective and efficient organisational support to the Graduations Coordinator and Senior Manager, (Graduations) to assist in the delivery of high-quality, cost-effective and innovate graduation ceremonies.

The Graduations Officer will be a primary point of contact for graduating students and their families, staff, suppliers and other stakeholders who are part of the graduation process, through in-person, telephone and email enquiries, and will be required to ensure a high standard of service delivery.

2.0	Eligibility Requirements
 
The occupant of this position will hold a relevant tertiary qualification or an equivalent combination of relevant work experience and/or education/training. 

3.0 Key Responsibilities

· Perform tasks associated with graduation processes such as identification of potential graduands, ceremony configuration, conferrals and document production using complex systems with efficiency and accuracy, to ensure reliable, high quality and timely outcomes.
· Contribute to the creation and delivery of logistics, event communications, collateral and post-event follow-up for graduation ceremonies and honorary doctorate functions, with a strong focus on student experience.
· Support the delivery of high-quality, targeted student communications throughout the graduation life cycle from identification to post-conferral.
· Respond to graduation enquiries and provide excellent customer service to graduating students and their families, staff, suppliers and other stakeholders.
· Liaise with academic and administrative staff to achieve positive student outcomes for students in the provision of conferrals, ceremonies and graduations processes. 
· Attend graduation ceremonies and provide on-the-day coordination and support, as required.
· Be proficient in the use of systems for graduation and event processes, including PeopleSoft, RightNow CRM, My eQuals and CVENT. 
· Provide general administrative support including record management, managing the flow of information, maintaining and reviewing administrative processes and making suggestions for improvement. 
· 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.
· This position may be required to work overtime and weekends during peak graduation periods and/or be required to travel overseas to deliver offshore graduation ceremonies.
· 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, 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 Self section of our Capability Development Framework.
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