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Projects Officer, Education Partnerships

Office of Global Engagement and Partnership

Classification Level 7

Delegation Band Delegations and Authorisations Policy (see Section 3)
Hours per Week 35

Nature of Employment Fixed term

Workplace Agreement Charles Sturt University Enterprise Agreement

Date Last Reviewed December 2020

Office of Global Engagement and Partnerships
The Office is responsible for all global engagement matters, including:

= International education and Partnerships Strategy

= International relations, sector leadership and advocacy

= International student recruitment and marketing activities

= International Student Admissions

= International education quality assurance and compliance

= International and domestic partnership development and management; and

= Student mobility, including student exchange and short terms programs through the Charles Sturt
Global program.

The Office provides expertise and a range of services to support the University in achieving goals
associated with international education and partnerships. In meeting this responsibility, the Office
collaborates with a global network of stakeholders. In addition, the Office works with all areas of the
Charles Sturt community to develop a strong and integrated approach to business development, quality
assurance, risk management, student mobility, marketing, and student recruitment.
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Impactful

Outcome driven

Strategic
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Service focused

Strive to meet
needs and exceed
expectations of
our students,
communities,
stakeholders and
colleagues.

Business savvy

Continually look to
add value in our
roles, processes and
ways of working.

Innovative

With creativity at our
core, be open to new
ideas and seek to
find better ways of
doing things.

Charles Sturt University

Inclusive

Stronger together

Take

ownership

\

Live our values

Uphold the Charles
Sturt University
values daily in our
own behaviours and
interactions with
others.

Take action

Weigh up risks

and make prompt
decisions, backing
ourselves and each
other.

Adapt to
change

Explore the reasons
for change and be
open to accepting
new ideas and
initiatives.

Insightful

Understanding people

and the world

Collaborate
with others
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Network

Bring people
together and build
relationships that
deliver desired
benefits and
outcomes.

Listen closely

Dig deep to
understand others,
using self-insight to
build team spirit and
recognise efforts.

Influence

Create compelling
arguments to
persuade others and
promote ideas that
add strategic value.
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Our University Values

Inspiring
Leading for
the future

Role based

Job-specific
capabilities

\

Job families
that reflect the
key roles and
occupations
people have at
the university
include:
Operational
Administrative

Technical

Professional/
specialist

Academic

+  Leadership
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Organisational Chart

Head, International Compliance

Compliance Officer, International

Deputy Vice Chancellor, Research and Engagement

Pro-Vice Chanceller, Community and Global Engagement

Director, Global Engagement

Business Improvement Lead

Administration Officer

Executive Assistant
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Market Intelligence Officer, Senior Manager, Senior Manager, | Manager, Learning Abroad
International Recruitment and Marketing International Admissions and Exchange

Recruitment and Marketing
Coordinator, International

Admissions Officer, 41|
International

Recruitment and Marketing
Coordinator, International

Marketing and Digital
Content Officer,
International

Admissions Officer,
International

Admissions Officer,
International

Compliance Officer,
Recruitment

Reporting relationship

This position reports to:

This position supervises:

Key working relationships

Compliance Officer,
Admissions

Senior Manager

N/A

Business Development
Officer, Learning Abroad
and Exchange

Learning Abroad and
Exchange Officer

Learning Abroad and
Exchange Officer

Senior Manager, Education |
Partnerships

Manager, Education
Partnerships

Manager, Education
Partnerships

Manager, Education
Partnerships

Compliance Officer,
Education Partnerships

Administrative and Projects | |
Officer

e External partnership stakeholders, including education institutions and intermediaries

e Charles Sturt stakeholders who hold responsibility for Charles Sturt international and partnership
arrangements and delivery (multiple within Faculties and Schools)

e Charles Sturt stakeholders facilitating outcomes

o

O
O
O

Division of Finance

Division of Student Administration
Division of Student Service
Division of Marketing and Communication

Charles Sturt University
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Position overview

The Projects Officer, Education Partnerships is responsible for a range of quality assurance, reporting, policy
and compliance functions associated with education partnerships.

These functions include the implementation of standardised quality assurance frameworks, regular reporting
and monitoring activities, contract administration and strategic stakeholder engagement (internal and
external).

Principal responsibilities

Manage standardised Third Party Arrangements (TPA) quality assurance and management framework,
including the Annual Review process and Partnership Manuals

Undertake regular monitoring and reporting of education partnerships and ensure this reporting is
appropriate for senior internal stakeholders and committees

As required, develop, implement and monitor contractual arrangements between Charles Sturt University
and its educational partners

Act as a central point of contact within the Office for all matters associated with education partnerships
compliance and quality assurance

Maintain effective working relationships across Divisions, Faculties and Schools to identify, manage and
monitor partnership compliance and quality assurance as required

Undertake project work including researching education issues and prepare written reports including
recommendations, actions and implementation plans

Maintain relevant policies, procedures and processes as they relate to education partnerships including the
development of new policies

Deliver a high quality, client focussed service to agreed partners and Charles Sturt stakeholders

Perform other duties appropriate to the classification as required.

Physical capabilities

The incumbent may be required to perform the following.

Work in other environments beyond the school, such as other campuses, as well as possible car and air
travel and work with a diverse range of staff, students and community members.

On occasion drive a university vehicle distances up to sookm per day within the terms of the university’s
Driving Hours Guidelines and Policy.

Perform in an accurate and timely manner push/pull, reaching, grasping, fine manipulation tasks,
including lifting items up to 10kg.
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Selection criteria

Applicants are expected to address the selection criteria when applying for this position.

Essential

A. A degree with at least four (4) years’ subsequent relevant experience to consolidate and extend the
theories and principles learned; or

a. extensive experience and management and or specialist expertise; or

b. an equivalent level of knowledge gained through any other combination of education,
training and/or experience.

B. Experience with processes associated with quality assurance and risk management
Proven ability to deliver outstanding service delivery, in a consistent manner

D. Advanced stakeholder engagement capabilities and ability to demonstrate how these have been used
to achieve goals

E. High level planning, reporting and project management skills

F. Resilience and ability to adapt to a changing external and organisational environment.
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BRISBANE
Study Centre
NEW SOUTH WALES
PARKES
Regional University DUBBO PORT MACQUARIE
Study Centre
ORANGE
GRIFFITH BATHURST SYDNEY
Regional University
GOULBURN
Study Centre NSW Police Academy Study Centre
Manly
WAGGA WAGGA Parramatta

Regional

VICTORIA

MELBOURNE
Study Centre




