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	POSITION DETAILS
	

	Position Title:
	Sponsorship Administrator

	Position Number:
	00024879

	Classification:
	HEO 6

	Faculty/Division:
	Division of External Engagement

	School/Branch:
	Media and Corporate Relations Branch

	Reports to (position title):
	Manager, Corporate Relations

	Direct Reports
	N/A

	Delegations:
	Relevant HR and Financial delegations as prescribed to this position in the University’s Delegations.

	Special Conditions:
	· Work out of standard hours, as required
· Reasonable workplace adjustments will be made for people with a disability
· May be required to travel interstate and overseas

	Significant Working Relationships:
	· External industry and community stakeholders
· Industry Associations, both National and State
· University Alumni



	POSITION SUMMARY

	The University of Adelaide is a large and successful university in Australia’s Group of Eight research intensive universities, distinguished by its international reputation and commitment to innovation and excellence in research and teaching. 

The External Engagement Division supports the growth and success of the University through the development of partnerships and delivery of engagement programs that enhance reputation, grow revenue, and create positive, lasting change in the communities where the University engages. A hub of connectivity for transformative collaboration, the Division is the custodian of brand, reputation and relationships and champions of the University’s ability and potential to achieve impact and influence across research, education and engagement. The Division comprises Marketing, Advancement, Media & Corporate Relations, Future Students, Global Engagement and Children’s University. The Division oversees strategy and delivery of the University’s key services in domestic and international student recruitment, admissions, global engagement, alumni relations and philanthropy, media and corporate communications and industry and government partnerships and volunteers, among many others. 

[bookmark: _Hlk111477052]The Media and Corporate Relations branch proactively positions the University of Adelaide as a key driver of social and economic prosperity in South Australia and as a respected thought leader, through effective agenda setting with key external stakeholders in media, government, industry, and the broader community.  The branch encompasses dedicated teams in corporate and government relations, protocol management, communications and media capabilities.

Reporting to the Manager, Sponsorship and Community Relations, receiving broad direction and working with a degree of autonomy, the Sponsorship Administrator is responsible for reviewing and providing recommendations regarding sponsorship requests as well as supporting the review and delivery of sponsorship and industry scholarship agreements. This role will work closely with the Marketing, Brand and Events teams and other relevant internal stakeholders. 

The Sponsorship Administrator also supports the Manager, Corporate Relation with the management of corporate memberships and provides administrative assistance to Industry Advisory Boards, government engagement activities, and protocol team deliverables as required.



	KEY RESPONSIBILITIES

	Corporate Relations
	Working with the Manager, Sponsorship and Community Relations, and the Corporate Relations team:
· Provide administrative support to the Corporate Relations team in activities aligned to industry engagement 
· Liaise with internal stakeholders, including senior leadership, to account manage sponsorship and corporate memberships
· Ensure effective communication with internal and external stakeholders in consultation with the Media and Communications team 
· Assist with event logistics including ticket allocation, seating plans and the preparation of run sheets etc.
· Provide support to facilitate the stewarding of corporate partnership agreements. 

	Sponsorship Administration 
	In consultation with the Manager, Sponsorship and Community Relations:
· Answer calls and email queries regarding sponsorship and memberships
· Guided by the sponsorship framework and a decision-making framework review and provide recommendations about sponsorship opportunities
· Review sponsorship agreements, providing recommendations to relevant internal stakeholders
· In consultation with University-area leads, determine and document objectives, coordinate meetings and reporting on ROI for inbound and outbound sponsorships
· Be the central point of contact for inbound and outbound sponsorship enquires and maintain a sponsorship database 
· Working with relevant internal stakeholders, ensure contractual agreements are met 
· Prepare simple budget and project plans to manage all agreements and deliverables where sponsorships are managed by Corporate Relations
· Build positive relationships across the University and provide administrative support the development of a ‘Community of Practice” for sponsorships 
· Prepare regular reporting on sponsorships
· Represent the University internally and externally as required

	Corporate Memberships
	In consultation with the Manager, Sponsorship and Community Relations:
· Provide administrative support to assist in the coordination of the University’s memberships with third-party organisations
· Maintain records and provide reporting as required on membership engagements
· Organise University representation at events and initiatives associated with corporate memberships
· Provide advice and guidance to relevant internal stakeholders regarding corporate membership opportunities

	Research and project work 
	· Maintain current information on key partners, stakeholders, sponsors and prospects as they relate to the University
· Monitor trends and best-practice as it relates to sponsorships, industry scholarships and corporate partnerships

	Operations
	· Contribute to the development and implementation of branch operational plans
· Contribute to the development of tools, templates and operating procedures to deliver a cohesive corporate relations and sponsorship function
· Contribute to the development of formal governance papers related to key initiatives within the remit of the role
· Contribute to process improvement projects and technology solutions within Corporate Relations and across the External Engagement Division
· Support the branch leadership in delivering against key objectives of the portfolio
· Provide administrative support the strategic partnerships and corporate relations functions as required including the maintenance of the stakeholder management database
· Contribute to regular reporting for Corporate Relations

	Other reasonable duties commensurate with classification level.



	CAPABILITIES AND BEHAVIOURS

	Use the Capability Dictionary to identify the capabilities associated with the classification of this position.  Staff are required to read and understand the capabilities and associated behaviours that align with the classification of this position.



	UNIVERSITY EXPECTATIONS

	Staff are required to read, understand and comply with all University policies, procedures and reasonable direction, whilst demonstrating professional workplace behaviours in accordance with the University’s Code of Conduct



	STAFF VALUES AND BEHAVIOUR FRAMEWORK

	Our culture is one that welcomes all and embraces diversity consistent with our Staff Values and Behaviour Framework and our Values of integrity, respect, collegiality, excellence and discovery. We firmly believe that our people are our most valuable asset, so we work to grow and diversify the skills, knowledge and capability of all our staff.



	SELECTION CRITERIA

	Knowledge and Experience:
1. High-level administrative skills including database management and record keeping 
2. Proficient in using MS Office Suite and Microsoft Teams
3. The ability to be self-organised to effectively prioritise multiple concurrent projects within tight deadlines
4. Superior and written communication skills with an eye for detail
5. Strong customer service skills with the capacity to maintain effective relationships with stakeholders including senior leadership
6. Demonstrated ability to deal with confidential and sensitive matters
7. Demonstrated ability to promote the organisational values of integrity, respect, collegiality, excellence and discovery and a commitment to positively comply with the associated behaviour expectations

Qualification/s:
· Tertiary qualifications in a relevant discipline and relevant experience; or
· An equivalent combination of relevant experience and/or education/training
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