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	Position Description


	College/Division:
	ANU College of Arts and Social Sciences

	Faculty/School/Centre: 
	Research School of Social Sciences

	Department/Unit: 
	ANU Centre for Social Research and Methods

	Position Title: 
	Centre Manager

	Classification:
	ANUO 8

	Position No:
	

	Responsible to:
	ANU Centre for Social Research and Methods


	PURPOSE STATEMENT:
The Centre Manager is responsible for the provision of high-level administrative support to staff and students in the ANU Centre for Social Research and Methods, to support the strategic education and research goals of the ANU Centre for Social Research and Methods. Responsibilities include support for the Director of the Centre, educational support for undergraduate and post-graduate education, research and publications administration, support for visitors, and financial and human resources administration.
KEY ACCOUNTABILITY AREAS:

Position Dimension & Relationships: 
The Centre Manager will work closely with the Director of the Centre for Social Research and Methods and is responsible for the provision of high-level administrative support to staff and students in the ANU Centre for Social Research and Methods, to support the strategic education and research goals of the ANU Centre for Social Research and Methods. Responsibilities include support for the Director of the Centre, educational support for undergraduate and post-graduate education, research and publications administration, support for visitors, and financial and human resources administration. The position reports to the Director of the ANU Centre for Social Research and Methods.

Role Statement:
Under the broad direction of the Director of the ANU Centre for Social Research and Methods:
1. Develop administrative processes and provide leadership in relation to administrative aspects of the ANU Centre for Social Research and Methods.

2. Assist in the acquisition and management of contracts.

3. Assist the Director to monitor and report on achievement against Centre plans.

4. Support the Director of the Centre with financial, human resources and other general administration.

5. Oversee financial administration including monitoring budget and processing financial transactions.

6. Oversee undergraduate and post-graduate education administration within the Centre.
7. Asist the Director in the preparation of briefing material for key meetings and engagements.

8. Assist with outreach and promotion of the Centre.

9. Oversee research and publications administration.
10. Manage the maintenance of the Centre’s website.
11. Actively engage in ongoing professional development and make a continuing contribution to administrative process improvements.

12. Other duties consistent with the classification of the position.



	SELECTION CRITERIA:

1. Tertiary qualifications with relevant administration experience; or extensive experience in higher education, community sector or public sector administration; or an equivalent combination of extensive relevant experience and education/ training. 
2. Demonstrated high standard of written and verbal communication skills, including preparation of correspondence, reports, emails, meeting papers and liaison with a wide range of people with a commitment to high quality customer service.
3. Demonstrated ability to use human resource, finance or student management systems, as well as proficiency in the Microsoft Office suite of programs.
4. Proven initiative including the ability to prioritise work with competing deadlines.

5. Demonstrated supervisory experience with the ability to work harmoniously as a team leader and team member.

6. A demonstrated understanding of equal opportunity principles and occupational health and safety and a commitment to their application in a university context. 
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