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	POSITION DETAILS
	

	Position Title:
	Faculty Administration Coordinator

	Position Number:
	00019955

	Classification:
	HEO5

	Faculty/Division:
	The Faculty of Health and Medical Sciences

	School/Branch:
	Faculty Support 

	Reports to (position title):
	School Business Manager

	Delegations:
	N/A

	Special Conditions:
	· Reasonable workplace adjustments will be made for people with a disability
· Some out of hours work may be required

	Significant Working Relationships:
	· Heads of School and School Business Managers
· School Academic and research staff
· Faculty & School Operations Team and Faculty staff
· Faculty and School Operations Team Leader
· Undergraduate and postgraduate students 
· Other areas of the University
· External stakeholders



	POSITION SUMMARY

	The University of Adelaide is a leading research intensive and teaching University.  The Faculty of Health and Medical Sciences at the University of Adelaide services the needs of approximately 6600 students, 700 academic and professional staff and 2000 clinical and affiliate practitioners. Comprised of eight schools and a number of disciplines, research centres and institutes, the faculty is recognised as a world leader in health education and research. Our programs are informed by cutting-edge research, integrated with high quality learning, and taught by academics that are national and international leaders in their fields. Our research is ranked above or well above world standards (ERA 2018) with our strengths spanning the full life course.

Working under general direction and in collaboration with other Administration Officers, the Faculty Administration Coordinator will help to support the Faculty and School Business Manager with varied administrative tasks to achieve operational goals and business requirements regarding teaching and research objectives. The Administrative Officer will provide a range of efficient support functions that underpin the School/Faculty’s business and academic activities and functions.  The position provides a responsive and professional first point of contact and interface between the School/Faculty staff, students and visitors including providing effective information, advice, and support.  The Faculty Administration Coordinator will also provide executive and administrative support to Faculty Leaders (e.g., Heads of School and School Business Managers). 

The Faculty Administration Coordinator will provide advice and practical assistance on a range of administrative and operational issues, as required, to meet School and Faculty business needs. Support may include but is not limited to complex diary management, travel arrangements, committee support, coordination of internal and external meetings, appointments, and event management etc.



	KEY RESPONSIBILITIES

	Business Operational Support
	· Provide a range of responsive and flexible administrative and program information and support services, including undertaking day-to-day document, mail, equipment, supply, and facility maintenance tasks to meet University and staff business, resource, and organisational requirements. 
· Provide a responsible first point of contact and primary interface for School and Faculty students, staff, and visitors.
· Provide client-centric administrative support to the Schools and Faculty functional teams as required including room bookings, photocopying, records management, and database management. 
· Provide support to School and Faculty leadership positions including the management of information, preparation of correspondence, diary management, coordination of actions and responses to internal or external enquiries and ensure a high level of confidentiality is maintained for sensitive matters. 
· Assist with the organisation and coordination of School and Faculty events. 
· Coordinate the accurate and secure administration and reconciliation of Faculty credit card(s), including undertaking assigned purchasing functions, monitoring statements, and managing associated enquiries or issues as required. 
· Assist with the coordination of assigned School or Faculty email accounts, including responding to, or redirecting, queries. 
· Prepare, record, and disseminate a range of clear, timely and accurate documentation, correspondence and information associated with School(s) administrative and program management. 
· Provide advice and practical assistance on a range of administrative and program operational issues, as required to meet School and Faculty business needs. 
· Provide a timely and flexible backup administrative and front of house (reception) support services across the Schools or Faculty Office as required. 
· Undertake/support ad hoc travel arrangements for School staff and students (as needed). 
· Under the guidance of the School Business Managerassist with project work such as undertaking minor research and investigations relating to operational and program matters, including collating information and data to generate reports and recommendations.
· Provide support to working groups and committees as required, including minute taking, room bookings, arranging catering etc.
· Assist with data collection to meet reporting requirements, including project and grant source information, and ensuring currency of data.

	Relationship Management 
	· Contribute to the maintenance of collaborative interdisciplinary relationships and partnerships that support administrative and program support and service delivery objectives. 
· Develop and maintain effective professional relationships with internal and external stakeholders to enable the provision of high quality service. 
· All interactions model a responsive, customer-focused service and performance-driven culture.
· Contribute to the implementation of ongoing relationship management and business improvement initiatives that are aimed at improving services, systems, and processes.

	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:
1. High-level organisational and administrative skills including the ability to prioritise and manage workload. 
1. Experience communicating, both verbally and in writing, in a succinct, professional, and responsive manner, including liaising with a wide range of internal and external stakeholders.
1. Demonstrated ability to give excellent attention to detail and manage high-volume tasks efficiently and accurately.
1. Demonstrated proficiency in using MS Office applications (Word, Excel, PowerPoint, Outlook).
1. 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:
· Completion of a diploma level qualification with relevant work-related experience; or  
· An equivalent combination of relevant experience and/or education/training.
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