Equity principles underpin all UNE policies and procedures. The University is committed to EEO principles and a smoke-free environment, values cultural diversity, and recognises that all its employees have a contribution to make in ensuring an equitable and harmonious working environment.
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Position Statement

Generic Position Description – HEO 3 
SCHOOL/DIRECTORATE: 
POSITION TITLE: Administrative Assistant 

POSITION CLASSIFICATION LEVEL: Higher Education Officer Level 3 

DATE CLASSIFIED: 28 February 2003 
REPORTS TO: Nominated Supervisor 

DIMENSIONS OF POSITION: 
To provide administrative support within Faculties or administrative divisions of the University. 

POSITION OBJECTIVE: 
This administrative support position provides high level computer and administrative support. Handle general enquiries from a range of staff, students and the general public. 

DUTIES: 
1. Word processing from draft material, including correspondence, reports etc. 

2. Operate a computer using word processing software, as well as other relevant software which may include spreadsheets, desktop publishing, database etc. 

3. Respond to routine enquiries (in-person, by correspondence or telephone). 

4. Basic note-taking at small internal meetings. 

5. Operate a variety of office equipment including fax, laser printer and photocopier. 

6. Sort and distribute mail and maintain filing systems. 
7. Use of voicemail, email and internet facilities. 

8. With appropriate direction, undertake a range of general administrative duties which may include: photocopying, maintenance and ordering of resources, internet searches, maintenance of and access to records, reception duties, working in a team to achieve objectives, deliveries on campus, coordination of meetings etc. 

9. Be aware of the University’s policies and procedures relating to equal opportunity, risk management, occupational health and safety and quality assurance as they relate to this position. 

10. Other duties as directed and relevant to the position. 

QUALIFICATIONS AND SELECTION CRITERIA: 
1. Completion of Year 12 with relevant work experience; or an equivalent alternative combination of relevant knowledge, training and/or experience. 

2. Demonstrated computer experience including high level word processing skills and an ability to use a range of other relevant software such as spreadsheets, desktop publishing, database etc. 

3. Sound administrative skills with attention to detail. 

4. Good interpersonal and communication skills. 

5. Demonstrated ability to work independently and as part of a team. 

6. Ability to maintain confidentiality. 

7. Awareness of EEO and OH&S principles as they relate to the position. 

Director:  ______________________________  
Date:  __ / __ / __

 

 

 

Incumbent:  ____________________________  
Date:  __ / __ / __


