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 4 
SCHOOL/DIRECTORATE: 
POSITION TITLE: Administrative Assistant

POSITION CLASSIFICATION LEVEL: Higher Education Officer Level 4 
DATE CLASSIFIED: 28 February 2003 
REPORTS TO: Nominated Supervisor 
DIMENSIONS OF POSITION: 
This administrative support position provides advanced word processing and administrative assistance within Faculties or administrative divisions. 

POSITION OBJECTIVE: 
· Responsible for the effective and efficient operation of the office. 

· Provide advanced word processing and administrative support. 

· Ensure effective communication between staff and students. 

DUTIES: 
Under limited supervision, undertake the following: 

1. Responsible for the smooth operation of the office, including: 

· secretarial support exercising judgment on priorities and maintaining strict confidentiality, 

· coordination and liaison with members of staff, Faculties and Central Administration, 

· maintenance of files, records, office supplies and equipment. 

2. Advanced word processing and desktop publishing, either on own initiative or from draft material, including correspondence, reports, meetings agenda/minutes, information material, research grant applications etc. 

3. Respond to routine and moderately complex enquiries (in-person, by correspondence or telephone) from students, staff and the general public. This will involve advice on University policies, referrals to appropriate academic or administrative areas, etc. 

4. Take responsibility for the mail daily: 

· read, redirect, collate and prioritise all correspondence, 

· identify and append necessary background information before referral to appropriate area, 

· maintain follow-up system to ensure timely response and deadlines are met, 

· use judgment and initiative in the absence of supervisor to deal with or redirect mail in line with established policies and procedures. 

5. Access and input data to the University's central electronic records systems (such as Student, Finance and Concept systems). Respond to enquiries from staff members and provide reports as required. 

6. Coordinate and organise travel (local, national or international) and meetings for staff and visitors. This may include catering, accommodation, preparation and distribution of agenda, taking, recording and distributing minutes and performing follow up action. 

7. Supervision of staff as required. 

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

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

QUALIFICATIONS AND SELECTION CRITERIA: 
1. Relevant advanced certificate with extensive relevant experience; or an equivalent alternative combination of relevant knowledge, training and/or experience. 

2. Demonstrated advanced word processing skills and knowledge of desktop publishing, spreadsheet and database software. 

3. Extensive administrative experience and well developed office management skills. 

4. Demonstrated high level of interpersonal and communication skills. 

5. Demonstrated initiative and ability to work under limited supervision. 

6. Proven ability to work as part of a team. 

7. Demonstrated ability to maintain strict confidentiality. 

8. Awareness of OH&S, risk management, quality assurance and EEO principles as they relate to this position. 

Director:  ______________________________  
Date:  __ / __ / __

 

 

 

Incumbent:  ____________________________  
Date:  __ / __ / __


