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Supplier Engagement Officer

Department/Unit Strategic Procurement

Faculty/Division Chief Financial Officer and Senior Vice-President
Classification HEW level 5

Work location Clayton

Date document created or updated December 2016

Organisational context

There’s a certain feeling you get from working at Monash University. It's the feeling that you’re a part of something
special. Something significant. And that’'s because you’re not just starting your career, or taking on a bigger
challenge. You're making a real contribution — surrounded by energetic, inspiring people who are driven to make a
difference as well. Monash is a place where you’ll be able to develop your career in exciting, sometimes unexpected
ways — putting you in the best possible position for a rewarding future. Discover more at www.monash.edu

The Office of the Senior Vice-President Finance and Chief Financial Officer is one of the professional
services portfolios supporting the University's core businesses of education and research. We provide best
practice financial advice and services to the University. These include financial accounting, taxation,
budgeting and reporting, procurement to payments, research and revenue accounting, business strategy, the
University's banking relationships, investment funds and borrowings and the management of major projects
with complex financial and legal dimensions. For more information on the work we do, please visit our
website: www.monash.edu.au/vpfinance

Procure to Payment Services manages the full lifecycle to purchase all goods and services for the University.
We provide services in Strategic Procurement, Purchasing Services and Accounts Payable. To learn more
about us, please visit our website: www.monash.edu.au/vpfinance/our-divisions/p2p.html

Position purpose

The Supplier Engagement Officer ensures the timely and accurate creation and modification of vendors in the
SAP system. The role will provide advice and expertise to suppliers, Strategic Procurement and Purchasing
Teams in relation to vendor creation.

e Reporting line: The position reports to the Supplier Engagement Supervisor under general
supervision.

e Supervisory responsibilities: The position has no supervisory responsibilities.

e Financial delegation and/or budget responsibilities: This position has no financial delegation.


http://www.monash.edu/
http://www.monash.edu.au/vpfinance
http://www.monash.edu.au/vpfinance/ourdivisions/p2p.html

Key responsibilities

1. Perform the creation and modification of suppliers in the SAP system to ensure an accurate University
supplier database

2. Develop and maintain relationships with suppliers, Strategic Procurement and Purchasing Teams to
ensure timely creation and modification of supplier records

Resolve supplier queries in relation to the SAP/ESS system
Provide ongoing maintenance of the supplier database to ensure data integrity

5. Ensure new vendor requests are approved in a timely and efficient manner in line with required SLA’s

Key selection criteria
Education/Qualifications
1. The appointee will have:

e Adegree in arelevant field or

e Anequivalent combination of relevant experience and/or education/training
Knowledge and Skills
2. A demonstrated commitment to leading and delivering excellence in customer service
3. Extensive administrative and customer service experience

4. Excellent communication skills, strong relationship management skills, including the ability to interact
with and gain co-operation from, internal and external stakeholders at various levels

5. Excellent computer literacy, including experience using SAP or a similar financial management system

6. High-level analytical, research and problem-solving skills and the ability to identify and recommend
solutions to challenging issues

Other job-related information

Travel (e.g. to other campuses of the University) may be required.

There may be peak periods of work during which the taking of leave may be restricted.
Possession of a current Victorian driver's license is desirable.

Police check will be required.

Legal compliance

Ensure you are aware of and adhere to legislation and University policy relevant to the duties undertaken,
including: Equal Employment Opportunity, supporting equity and fairness; Occupational Health and Safety,
supporting a safe workplace; Conflict of Interest (including Conflict of Interest in Research); Paid Outside
Work; Privacy; Research Conduct; and Staff/Student Relationships.



