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POSITION DESCRIPTION

Position: 5348 Executive Administration Officer
Work Area: Office of the Vice-Chancellor and President
Classification: Level 5
Supervisor: 2182 Executive Support Officer

OUR VISION

To create a better tomorrow.

OUR PURPOSE

To transform lives through learning and knowledge in every place we operate and with every community we
serve.

OUR VALUES
Integrity, community, sustainability.

For further information about UniSC, visit us online: usc.edu.au/about

OVERVIEW OF WORK AREA

The Office of the Vice-Chancellor and President (OVCP) provides direct support and an effective all-round working
environment for the Vice-Chancellor and President and members of the Executive team. In doing so, the OVCP
coordinates its work across all members of the Executive team and acts as a strategic business partner to schools
and cost centres in advancing the implementation of the University’s mission, vision and strategic goals.

PRIMARY OBIJECTIVES OF THE POSITION
1. Provide high-level administrative support to the Executive
Manage the calendar, appointments and daily operational workflow of the Executive

2
3. Proactively triage, prioritise, and respond to incoming requests
4

Ensure the smooth and efficient operation of the Executive office

NATURE AND SCOPE OF POSITION

Under the broad direction of the Executive Support Officer, the incumbent provides high-level administrative
support to the Executive, which may include selected projects relevant to the Executive office, as required. The
incumbent may also be required to provide administrative and secretarial support to other members of the
Executive from time to time. The incumbent is required to develop a comprehensive understanding of the
University’s structure, programs, policies and operations, as well as the Executive portfolio functions and
operations, and to apply this knowledge to undertake effective management of the day-to-day operations of the
Executive’s office.
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KEY ACCOUNTABILTIES OF THE POSITION

10.

Provide high-level administrative support to the Executive across a broad range of tasks, including triaging all
incoming communications; managing the email account/s; proactive diary management; coordinating
schedules to arrange meetings and appointments, including preparing all supporting materials; travel
arrangements; attending to other requests and queries processed through the Executive’s office; and
providing accurate information and advice regarding University policy and procedures.

Provide efficient office support for the Executive team, including managing incoming and outgoing
correspondence, including highly confidential and sensitive information; maintaining filing systems and
databases; corporate record keeping; financial and HR administration; contract and agreement
administration; drafting correspondence and documentation based on background research; collating reports
as required; and coordination of input to the annual planning and review processes.

Manage and prioritise the workflow of the Executive by providing efficient and effective management of
internal and external transactional and engagement activities, ensuring compliance with required processes,
maintaining effective communication, managing competing expectations and priorities, and ensuring all
necessary matters are actioned expeditiously and within required critical timeframes and deadlines.

Provide secretarial support to selected committees as required, including scheduling meetings, preparing
agendas, drafting of minutes, follow up of action items, and providing advice and guidance to the relevant
committees, particularly in relation to processes and terms of reference.

Coordinate workshops or other events involving internal and external participants, as required by the
Executive team, including document preparation, invitations, registrations, venue and catering bookings, and
travel arrangements if necessary.

Contribute to the ongoing maintenance of a high-performing executive administrative team, including the
development, implementation, and monitoring of the key processes that constitute the common framework
within which all members of the Executive team operate.

Coordinate and respond to a broad range of enquiries, including professional interaction with representatives
from Local, State, and Federal Government, other agencies, and individuals within the sector, developing and
maintaining effective working relationships.

Administer publications and communications including broadcast email and news notifications and author
and maintenance of electronic content as required.

Perform other duties within the range of skills normally associated with an Executive position of this
classification in an evolving environment as required.

Contribute to a positive and safe work environment for you and others, by modelling and promoting conduct
that is culturally capable, inclusive, respectful, and ethical.
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KNOWLEDGE SKILLS AND EXPERIENCE NECESSARY

Applicants need to demonstrate they meet the following Selection Criteria:

1. Completion of a relevant degree or an associate diploma level qualification with extensive relevant work-
related experience or an equivalent combination of extensive relevant experience and education/training.

2. Effective verbal and written communication skills, particularly in relation to explaining administrative
requirements and processes effectively and preparing clear and concise written materials.

3. Extensive experience providing customer-focussed executive administrative support, including:

e responding to telephone, email and in-person enquiries
e  excellent stakeholder management - the ability to respond to and liaise effectively, on behalf of the
Executive, with the individual needs of students, staff and external stakeholders from diverse
backgrounds
e the ability to interpret and apply policies and procedures
e committee support skills such as preparing agendas, distributing papers and prompting follow-up
action
4. Excellent computer literacy including the ability to use databases, electronic diaries and Microsoft
applications such as Excel, Word, PowerPoint, the internet and the ability to learn new
systems/packages/processes quickly and effectively.

5. Advanced organisational and interpersonal skills including the ability to handle multiple-tasks and competing
deadlines simultaneously, and work as an effective team member and autonomously.

6. The ability to maintain confidentiality and handle sensitive matters discreetly is an essential component of
this role, as is the ability to exercise good judgement, take initiative and solve problems, as required.

Additionally, in accordance with UniSC’s Staff Code of Conduct — Governing Policy, all staff are expected to display
professional behaviour, communicate respectfully, and perform their duties responsibly.

A position description is not intended to limit the scope of a position but to highlight the key aspects of the position.
The requirements of the position may be altered in order to meet the changing operational needs of UniSC.

UniSC is committed to creating a work and study environment that values diversity, facilitates equitable access
and full participation.
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