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UNIVERSITY OF SOUTH AUSTRALIA
INFORMATION PACKAGE AND LODGEMENT DETAILS FOR INTENDING APPLICANTS


	POSITION:
	Academic Support Officer

	REPORTS TO:
	Senior Academic Support Officer

	NATURE OF APPOINTMENT:
	Fixed term contract (12 month replacement)

	
	Fraction – 1.0
Classification – HEO 4

Salary range - $37,770 to $42.697

Total Remuneration Package approximately - $41,700 to $50,500
The total remuneration package includes salary, employer super contributions of up to 17% salary and annual leave loading.

	POSITION DESCRIPTION:
	See Attached

	LOCATION:
	School of Make Believe

	CAMPUS:
	City East

	
	Please note: Appointment is to the University. The appointee may be required to undertake duties at other locations.

	FURTHER INFORMATION:
	Mr Jonathon Dow
Telephone: 8302 2345
Fax:  8302 4321
Email:  john.dow@unisa.edu.au 

	CLOSING DATE:
	5:00PM Monday 1st January 2009

	LODGEMENT DETAILS:
	Applications must be lodged online through Vacancies at UniSA. For difficulties lodging your application only, please contact the E-recruitment support team on (08) 8302 1700.

	APPLICATION 
REQUIREMENTS:
	Please follow the online instructions for the position.

Within the online application form you will be asked to include:

· name and contact details of a minimum of 2 people from whom confidential work references may be sought
· answers to the selection criteria
· a cover letter outlining the reasons for your application and any other supporting documentation

· your curriculum vitae
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UNIVERSITY OF SOUTH AUSTRALIA

POSITION DESCRIPTION
Academic Support Officer
School of Make Believe
City East

Level HEO4
Fixed term Contract (12 months replacement)

Full Time

PURPOSE

This position is responsible for the provision of a broad range of school administration services to students, prospective students, and school and university staff.  It involves working as part of an administrative and academic team to ensure the smooth operation of academic programs and other School activities.
POSITON ENVIRONMENT

The School of Make Believe is an innovative and progressive school.  The school provides courses to students locally, nationally and internationally and has a reputation for its unique style.  The school’s greatest challenge for the next five years is to improve its research profile to match its teaching excellence.

Key internal customers include school academic and professional staff, current and prospective students and professional staff from other Schools.  External customers include industry, government, professional and community organisations.
REPORTING RELATIONSHIPS
The Academic Support Officer reports to the Senior Academic Support Officer.

CORE RESPONSIBILITIES
	 1
	Provide clerical support for school marketing and customer service activities. Contribute to the understanding, implementation and operation of policy and procedure within the school

	 2
	Provide timely and accurate advice and assistance to staff and students in relation to the administration procedures within the school. 

	 3
	Identify and meet internal and external customer needs through building effective relationships and liaising closely with school staff and other areas of the University. 

	4.
	Provide clerical support to school academic staff and school meetings including meeting arrangements, note taking and follow up.. 

	5.
	Contribute to the development and implementation of School administration tools and systems to measure, monitor and report on performance and progress.

	6.
	Contribute to the efficient and effective delivery of school administration activities.

	7.
	Actively participate in the performance management process and development/ improvement initiatives.

	8.
	Contribute to the effective operation of the School through teamwork, multi-skilling, participating in meetings, team development initiatives and improvement initiatives


The duties as specified above may be altered in accordance with the changing requirements of the position.

Staff must follow and apply the following: 
STAFF

· Engage with OHSW&IM activities through participation in local area implementation of the system.

· Contribute to the improvement of the OHSW&IM system through participation in consultative forums.

· Adopt work practices that support the OHSW&IM system.

· Take reasonable care for the health and safety of yourself and others.

SELECTION CRITERIA
Essential

	1
	Demonstrated achievement in and enthusiasm for the provision of high quality service.

	2
	Demonstrated interpersonal skills and experience in contributing to a positive team environment.

	3
	Oral and written communication skills with demonstrated experience with correspondence, documentation and reports.

	4
	Demonstrated organisational ability and initiative including experience in prioritising and meeting deadlines.

	5
	Demonstrated computing and clerical skills including word processing, data entry and developing and maintaining paper-based and electronic administrative systems.  


 

Desirable

 

	1
	Knowledge of the University’s policies and procedures. 



