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Executive Support Officer


	POSITION DETAILS
	

	Position Title:
	Executive Support Officer

	Position Number:
	00004793

	Classification:
	HEO5 

	Faculty/Division:
	Division of Academic and Student Engagement

	School/Branch:
	University Library

	Reports to (position title):
	Senior Manager, Client Services

	Delegations:
	$10,000 Travel and expenses corporate card

	Special Conditions:
	· Reasonable workplace adjustments will be made for people with a disability
· Some out of normal hours work may be required for this position 
· May be required to move between and work at any University Library branch.


	Significant Working Relationships:
	· All Library staff and customers
· Executive Assistants and Administration staff in the Division of Academic and Student Engagement
· Financial Services
· Human Resources
· Technology Services



	POSITION SUMMARY

	The University Library provides resources, services and spaces that enable and support staff and students to achieve success in their research, teaching and learning. These activities include collection development and management, both physical and electronic; services associated with the discovery of, access to and use of information resources; provision of flexible study spaces and guardianship of special and heritage collections. Services and resources are provided online and from the physical locations of the Barr Smith Library, the Law Library and libraries at Waite and Roseworthy campuses.

The Academic Engagement portfolio provides specialist University-wide and discipline-specific research, learning and teaching support.  Functional activities include learning and teaching innovation to support digitally literate graduates, research services and data support, and the marketing of library services. The portfolio also has responsibility for Special Collections, Archives & Recordkeeping (SpARK) which leads information management functions including copyright and Open Access, in addition to managing the University’s rare and unique cultural collections.

The Library Experience Portfolio is focused on the provision of a high quality user experience of Library services as delivered by the Client Services team and the Collections and Discovery team. Functional activities include the Ask Library frontline service; discovery services and systems, course readings management, development and management of collections, space and facilities management across the four sites and user experience (UX) activities

Working under general direction, the Executive Support Officer provides executive support services to the Library Executive, comprising the University Librarian and two Associate University Librarians. This includes organising travel, preparation of various correspondence, diary management, electronic document management and support of Library events and meetings. The position also has responsibility for event management, records management,  HSW coordination, monitoring and reporting in conjunction with the Library Executive; coordination of staff training, general Library administration and support for facilities management. The Executive Support Officer provides back-up and support for the Senior Administration Officer in various HR and Finance tasks, including assistance with recruitment and resource planning, financial reporting and analysis, asset management, project management and responding to enquiries and requests relating to these activities.





	KEY RESPONSIBILITIES

	Service Provision
	· Provide personal assistance and executive support services to the University Librarian and the two Associate University Librarians, including travel arrangements, correspondence preparation and diary management.
· Provide executive support to Library committees and project teams as required including preparation of relevant papers, reporting and tracking actions.
· Undertake a wide range of Library specific administration processes including financial requisitions, credit card acquittals and records management.
· Provide support to and back-up for the Senior Administration Officer with HR and financial services including assistance with recruitment and resource planning, financial reporting and analysis, project coordination and responding to enquiries and requests relating to these activities. 
· Provide a high level of customer service to internal and external customers and take personal responsibility to resolve enquiries, requests or complaints.
· Coordinate HSW activities: organise meetings, take minutes, maintain database and records, update and escalate to management and provide reports as required.
· Provide HSW inductions as required to internal and external customers.
· Provide support for library facilities management, including coordination of library maintenance requests, room bookings and event logistics.
· Maintain and develop content for the Library’s website and support the Library Communications Officer as required.
· Ensure the capture of Library Executive records into the University’s recordkeeping system.
· Actively monitor the effectiveness of recordkeeping in the wider Library in accordance with the Information Management Policy and escalate issues as appropriate.

	Teamwork

	· Demonstrate flexibility and agility in order to assist with library administration services across all library operational activities and sites as required.
· Contribute as an effective team member including participation in team planning, activities and the delivery of team goals.
· Co-operate with team members, sharing relevant information and seek information from others as required.
· Provide input and assistance to develop team capability and resolve routine and non-routine issues.
· Take responsibility for own work performance and learning needs.
· Participate in projects and proactively contribute to change initiatives.

	Personal and professional skills
	· Maintain knowledge of current and future trends in administration and executive support services and specifically of best practices in the delivery of such services.
· Seek and develop new skills and ideas and take part in learning opportunities. 
· Contribute ideas towards continuous improvement of systems, processes and work practices and the use of new technology to facilitate this.
Develop and maintain effective professional relationships with staff across the Library.

	Other reasonable duties commensurate with classification level.



	PEOPLE MANAGEMENT RESPONSIBILITIES

	· N/A



	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:
Essential
1. Demonstrated knowledge and capability in the provision of administration and executive support services to senior managers.
2. Excellent attention to detail, demonstrated problem solving capability and the ability to perform work under pressure.
3. High level analytical skills and experience in process review and development.
4. Proven ability to actively contribute to a collaborative, dynamic team and adapt to change in the workplace.
5. Demonstrated customer service skills, taking pride in providing solutions and delivering outstanding service.
6. High level interpersonal and written communication skills including the ability to compose communications which convey specialised concepts in order to influence outcomes or decisions.
7. Demonstrated competence in the use of the full range of Microsoft Office software packages.
8. Demonstrated knowledge of and competence in the use of a range of management information systems such as HR systems, electronic records management and financial systems.
Desirable
9. An understanding of the University and /or Library sector.

Qualification/s:
· University degree in a relevant qualification; or 
· Completion of a diploma qualification and relevant experience; or
· An equivalent combination of relevant experience and/or education/training.
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